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CHAPTER 1

GENERAL | NFORVATI ON AND TERMS

1. Purpose. This regulation provides a central point of reference for al
student adm ni stration, managenent, and related material at the Defense
Language Institute Foreign Language Center (DLIFLC)

2. Applicability. This regulation applies to all organizational elenents,
the faculty and staff of all schools, and all students attending DLIFLC.

3. Terns.

a. Academ c Specialist. One per school. Responsible for in-service
faculty devel opment, courses and test devel opnent, and non-resident
i nstruction (planning, training, and quality control

b. Associate Dean (AD). One per school. Senior military officer in each
school’s chain of command. Menber of the Ofice of the Dean

c. Associate Provost/Dean of Students (AP). Senior mlitary officer in
the O fice of the Provost and the Provost organization, responsible for
acadeni c progranms and student affairs.

d. Branch. Found in multi-Ilanguage departments of schools. Organization
of teaching teans aligned under a department for nanagenent and educati ona
pur poses.

e. Branch Chief. Subordinate to a Departnent Chairperson, Branch Chiefs
provi de | eadershi p and managenment to enhance the quality of instruction within
their branch.

f. Chief MIlitary Language Instructor (CM.I). One per school. Mlitary
Non- Commi ssi oned Officer in charge of MIlitary Language Instructors within
each school. Menber of the Ofice of the Dean

g. Course. One of several conponents of a | anguage program It consists
of a group of lessons, units, or nodul es arranged around one or nore
functional thenes within a | anguage program For exanple, the Vietnanese 140
course introduces cultural subjects on traditions, religion, values, ethnic
characteristics, etc., of the Vietnanese people.

h. Cumul ative Grade. The result of averaging the grades students receive
over a period of instruction

i. Dean. One per school. Senior civilian educator responsible for the
entire school. Menber and | eader of the O fice of the Dean
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j. Dean’'s List. List, generated by the Academ ¢ Records Division, of
students attaining a 3.65 GPA or higher each semester. The list is
distributed to all Service Units and School Deans for inclusion in the
students’ performance history and to Public Affairs for inclusion in the
G obe.

k. Department. Organization of teaching teams within each school for
managenment and educati onal purposes.

|. Department Chairperson. Supervisor of all teachers and Branch Chiefs
(if applicable) within his/her departnment. Provides |eadership and nanagenent
to enhance the quality of instruction and manage teacher and student resources
within the departnent.

m Disenroll nent. Students who encounter academnic or adm nistrative
difficulties that cannot be resolved will be disenrolled fromthe program
School s and service units will coordinate on disenrollnent actions. At the
di scretion of the sponsoring Service or agency, disenrolled students nmay be
consi dered for placenent in another training programor disnissed fromthe
Servi ce or agency.

n. Executive Oficer (XO. One per school. Mlitary Oficer in each
school responsible for all facilities and personnel support prograns.

0. Feedback. Feedback is an essential element of the educationa

process. Fornmal feedback will be docunented in witing and given to students
at | east every 60 days (30 days for Category | |anguages) by their Teaching
Teanms. In conjunction with their grades, feedback allows students to

under stand how t hey are progressing throughout the program

p. Final Course Grade. The grade students receive at the end of each
course. It is the weighted average of all grades students receive during a
gi ven course, including the final exam

g. Final Learning Objectives (FLOs). The skills and know edge students
shoul d possess at the end of their | anguage education program at DLIFLC. There
are four groups of FLOs: Proficiency, Performance, Regional Studies, and
Ancillary. |In basic |anguage prograns, students are educated in all four FLO
groups. Oher DLIFLC prograns focus primarily on Proficiency FLOs.

r. Formal Counseling. Formal counseling ensures students are aware of
their specific acadenic/disciplinary status. Formal counseling is expressly
intended to identify academ c or disciplinary deficiencies, assign
remedi ati on, reinforce academ c objectives or reiterate disciplinary
standards. It is required (DLIFLC Form 864) to advi se students of inpending
changes to their academ c status.

s. Informal Counseling. Informal counseling conprises the bul k of day-
to-day, contact with students. |Informal counseling ensures each student is
aware of what is expected of himher in the academ c and disciplinary context
and how they are nmeeting those expectations. |Informal counseling should be a

1-2



*DLI FLC Regul ation 350-1

conti nuous process that addresses minor issues requiring mnor remnediation.
No docunentation is required.

t. Mlitary Language Instructor (MIl). Enlisted mlitary personne
assigned to the schools to teach students and conpl enment teaching teans.
Ideally, there is one M.l per teaching team

u. Mnimm Successful Grade. A final grade of Dis required to pass each
i ndi vi dual course. The cumul ative grade point average (GPA) to successfully
conpl ete the program must be 2.0 (C) or higher

v. Ofice of the Dean (OD). For the purpose of this regulation the OD
refers to the Dean, AD, and CM.I

w. Probation. A student acadenic status that requires the teaching team
to provide tailored instruction at a ratio of three students or |ess per
teacher for a specific period of tine. A student is placed on probation after
failing to nmake appropriate progress while on special assistance status.
Probation also infornms the student that, unless there is significant
i mprovenent during the probation period, disenrollnment is a possibility.

X. Program The entire set of educational courses included in a | anguage
enrol | ment option, such as Basic, Internediate, or Advanced. For exanple, the
Basic Arabic programis 63 weeks long and is nmade up of 15 courses.

y. Provost. Senior academc official at the Institute. The provost
supervi ses all deans and is responsible for the entire educational m ssion of
t he school

z. Qiz. An assessnent created and graded by a teacher or teaching team
Exanpl es incl ude extenporaneous qui zzes and in-class assignnents. Quizzes may
be in a variety of formats, including constructed response, fill-in-the-blank
or nultiple choice.

aa. Recycle. Students who encounter academic or admi nistrative
probl ems may be recycled to a subsequent class. |Ideally, students will be
recycled to a point in the programno |ater than the onset of the problemthat
caused the recycle. Schools and service units coordinate on recycle actions.
The goal of recycling is to save resources, enhance student proficiency, and
provi de the Services with as many qualified Iinguists as possible.

bb. Service Unit Commander. Commanders of the Army's 229th Mlitary
Intelligence (M) Battalion (ATFL-MB), the Air Force's 311th Training
Squadron (311 TRS), the Navy's Naval Technical Training Center Detachnent
(NTTCD) and the Marine Corps' Marine Corps Detachnent (MCD). Only personnel
in these positions (or their representatives, if so designated) may perform
actions specified for Service unit commanders in this regulation.

cc. Special Assistance. A student academ c status that requires the
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teaching teamto provide tailored instruction at a ratio of three students or

| ess per teacher for
speci a
dd. Split Section.

to enhance the educational process.

ee. Student Leaders. The highest
and section is appointed the student

a specified period of tine.
assi stance at any tine when deened necessary by the teaching team

Any tinme the section is divided into two or
groups of students to decrease the nunber

A student may be placed on

nore

of students per teacher in an effort

of each cl ass
St udent

ranking mlitary nmenber
eader in witing by the AD.

| eaders assist faculty nmenmbers in maintaining classroom discipline and are

responsi bl e for the behavi or
secti on.
poi nt of contact for

ff. Tailored Instruction.
student’s education or
Tail ored instruction nust be given to
“Speci al Assistance” or “probation.”
for students whose academic status is
but who are having academ c difficult

gg. Teaching Team (TT).

civilian teachers and one M.I.

and appearance of students in their
They al so act as spokespersons for their students and act as the
mlitary and academ c authorities.

The TT is a group of
to educate a specific group of students.

cl ass or

Instruction uniquely designed to enhance a
correct a student’s specific acadenic problem

students whose academic status is

It is reconmended, but not nandatory,
not “Special Assistance” or “Probation”
es.

| anguage teachers assigned
The typical TT is conposed of six

A TT of this size would be responsible for the

education of three 10-person student sections.

hh. Team Leader. Menber

of contact for

ii. Test.
Institute |evel,
"exan nation"
formats,
choi ce.

is sonetines al so used.

An eval uation instrunment created at the departnent,
gi ven during a course or

i ncl udi ng constructed response,

of a teaching team designhated as the single point
activities within the team

school ,
program of instruction. The term
Tests may be constructed in a variety of
fill-in-the blank, or nultiple

or
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CHAPTER 2

I N- PROCESSI NG OUTPROCESSI NG

1. Each school will only in-process those sponsored or space avail able
students that Operations Plans and Prograns (OPP) has authorized to attend
cl ass.

2. The Ofice of the Dean (OD) will conduct student in-processing and
orientation briefings in the school beginning with the first day of a new
class to provide vital information to all students. This orientation briefing
may not be delegated to |levels below the OD. All avail abl e depart nment

chai rpersons, branch chiefs, and civilian and military menbers of teaching
teams will attend.

3. An overview of the topics shown bel ow should serve as the mnimumlist of
topics to be covered during in-processing. Schools my add topics to enhance
the experience for the students. Sone topics will require additional or
repeat ed expl anations to ensure understanding for all students.

Note: Items preceded by an asterisk nust be covered on the first day of
instruction. All other itenms nust be conpleted by the end of the first ful
week of instruction.

a. FLGs and their interrelationships.

b. Educational concepts and mnet hods.

*c. Academ c schedule to include the acadeni c day, each senester, the
entire program breaks, holidays, |eave, and absences.

d. Testing program concepts to include end-of-programtesting, and
gradi ng of tests, quizzes and honework.

e. Academi c status to include feedback, counseling, special assistance,
probation, recycle, disenrollment procedures, and support that is avail able.

f. Gaduation criteria to include diplomas, certificates of conpletion
certificates of attendance, transcripts, and college credit.

*g. Institute, School, and Service unit relationships including both the
i nternal and external relationships and identification of key personnel

*h. Student |eader, section |eader, and individual student roles and
responsibilities.

*i. Relationships anong students and student | eaders, teaching teans,
department chairpersons, and the OD
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*j. Safety, security and energency procedures.

4. CQutprocessing. After the DLPT and ESQ are conplete and the classroom has
been properly cleaned, students will be released fromclass for schedul ed

out processing activities. The DLIFLC Form 806 is not necessary for these

out processing activities.

1-2
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CHAPTER 3
Fi nal Learning Objectives
(FLOs)
1. DLIFLC curricula will be designed to develop the | anguage skills and
know edge students will need at their final field assignnments.

2. The basis for the curricula is the Final Learning Cbjectives (FLOs). The
Nati onal Security Agency and Defense Intelligence Agency, in coordination with
the four mlitary Services, have defined the FLOs for our students. The 33
FLOs listed in figure 3.1 for the Basic prograns are grouped into the four
categories shown below. Oher prograns, such as Internediate and Advanced,
will also be based on the FLOs described in this chapter, but will usually be
at higher or nore in-depth levels than in the Basic prograns.

a. PROFICIENCY: Traditional |anguage skills of Listening, Reading,
Speaki ng, and Witing. See Fig. 3.2. for a full description

b. PERFORMANCE: Operational abilities military linguists need to
acconplish their mission. These performnce FLOs can only be acconplished
satisfactorily if the linguist is skilled in the Proficiency FLGs.

c. REG ONAL STUDIES: Often referred to as area studies, this is the
know edge of the culture, people, politics, society, mlitary, etc. of the
areas where the target |anguage is used.

d. ANCILLARY: M scellaneous abilities linguists need to performtheir
duties (e.g., use of lexical aids and recognition of dialects).

3. Basic program students are tested at the appropriate | evel of each of the
four FLO groups at the end of each senester, as described in Figure 3.1.
Students in other prograns are tested on the Proficiency FLGs.
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hj ecti ves Domai n Tasks, Goals, or Content Area
Li st eni ng 1 JILR Level 2 (facts fromroutine conversations on
fam liar topics)
Proficiency | Reading 2 | ILR Level 2 (sinple, authentic material on famliar
t opi cs)
Speaki ng 3 | ILR Level 2 (routine, limted conversations on
conmmon t opi cs)
Witing 4 | ILR Level 1+ (sinple, short notes on routine topics)
Speaki ng 1 | Bio data interview
2 | Probl em Sol ving (negoti ate, determ ne, explain,
resol ve)
Interpreting 3 | Translate, at least in sumary, English and target
| anguage i nt er - changes
Li st eni ng 4 | Produce an English summary of a conversation
5 | Produce an English summary of a news broadcast
6 | Answer content questions about a conversation
7 | Answer content questions about a news broadcast
Performance | Transcri bing 8 | Transcribe text in native script (for
transliteration, see bel ow)
9 | Transcri be (single pass) decontextualized nunbers
10 | Transcri be (single pass) nunbers in context
Readi ng 11 | Summarize a witten target |anguage text in clear,
i diomatic English
12 | Answer content questions about a witten target
| anguage text
13 | Read reasonably | egible native handwiting
Transl ati ng 14 | Translate a target |anguage text into idionmatic
Engli sh
15 | Transl ate transcripts
16 | Translate an English text into target |anguage
1 [ Mlitary & Security
2 | Econonic & Political
Regi onal (Area 3 | Scientific & Technol ogi ca
St udi es St udi es)
4 | Qultural & Socia
5 | Geography (Physical, Political, Economc)
Manner or Level of style, cultural connotations, politeness
Tenor forns
Col | oqui al 2 | Exposed to greatest extent possible
Usage
Accur acy 3 | Understand | anguage structure
Ancill ary Text 4 | Know t echni ques
Processi ng
Lexi cal Aids 5 | Explicit introduction and practice

3-2




*DLI FLC Regul ation 350-1

Transliterat 6 | Practice transcription in transliteration

ion

Phoneti cs 7 | Know commonly used mlitary and civil systens
Future 8 | Know how to becone nore proficient after graduation
G owt h

Figure 3.1

4. Proficiency FLO Test Battery: The DLPT.

a. Proficiency FLOs are tested by the Defense Language Proficiency Test
(DLPT).

b. Figure 3.2 shows proficiency levels, as described by the Interagency
Language Roundtable (ILR). They characterize proficiency in the four |anguage
skills of |istening, reading, speaking and writing.

5. Performance FLO Test Battery: Ten tests. The tests focus on

a. Summarizing conversations and broadcasts

b. Answering questions about conversations and broadcasts

c. Transcribing texts

d. Transcribing nunbers

e. Reading content questions

f. Reading native handwiting

g. Translating fromtarget |anguage to Engli sh

h. Translating fromEnglish to target |anguage

i. Eliciting biographical data

j. Conducting two-way interpretations

NOTE: These tests will eventually be incorporated into the final exans of
each senester.

6. Regional Studies and Ancillary Tests: The Institute will devel op these
tests increnentally on a | anguage by | anguage basis. Wen they becone

3-3



*DLI FLC Regul ation 350-1

avail abl e, students will take themand results will be reported in the sane
format as the Proficiency and Performance FLO test results.

3-4
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| NTERAGENCY LANGUAGE ROUNDTABLE (I LR) SCALE

LEVEL FUNCTI ONS/ CONTEXT/ ACCURACY
TASKS TOPI CS
5 Al expected Al'l subjects | Accepted as an

of an educated NS

educat ed

Native

Speaker (NS)

Tai l or W de range Ext ensi ve,

4 | anguage, of preci se and
counsel , pr of essi onal appropriate
noti vate, needs
per suade
negoti ate

3 Suppor t Practi cal, Errors never
opi ni ons, abstract, interfere with

hypot hesi ze, speci al conmuni cati on
expl ai n, deal interests & rarely
with di sturb
unfam | iar
t opi cs

2 Narr at e, Concr et e, Intelligible

descri be, real -worl d, even i f not
give factual used to

directions dealing with
non- NS

1 @A, create Ever yday Intelligible
with the survi val with effort or
| anguage practice

0 Menori zed Random Unintelligible

Figure 3.2
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CHAPTER 4

ACADEM C DAY

1. The duty day for permanent party civilian and military personnel is 0745
to 1645, including a break for lunch. The academ c duty day for all students
is 0755-1530, including a break for lunch. Students are required to be in
class during the entire academ c day.

2. Special Programs and Assessment Peri od.

a. The Institute has reserved additional time during the acadenm c day for
teaching teans (TT) to provide additional assistance to students when needed.
This period will be used to conduct tailored instruction, voluntary
enrichment, testing, or whatever the Ofice of the Dean (OD) deens
appropriate.

b. These sessions are nmandatory formations for students on specia
assi stance or probation, and those designated by their TTs as needing
addi tional help. On a space avail able basis, those receiving voluntary
enrichment may al so receive tailored instruction during this period. On a
weekly basis TTs and the OD will decide which students will participate in
this supplementary education on a mandatory basis. The faculty will take
advant age of having fewer students in class to provide focused tail ored
instruction to better meet individual needs.

c. Procedures.

(1) Weekly, TTs review the acadenmic status of each student and
identify to the Chairperson, students who need special prograns during the
foll owi ng week.

(2) Chairpersons provide the lists of students required to attend
special prograns to the OD for review and concurrence. Once approved by the
0D, each student nust be notified in witing using the DLIFLC Form 864.

(3) By 1545 each Thursday, each school provides the service units the
list of students who will participate in these mandatory prograns. Students
not in special prograns will be released to the service units.

(4) Students receiving voluntary enrichnment need to be reported to the
service units in those cases when the enrichnment will take place after 1530.

3. Classroom Protocol Wth Visitors

a. Visitors from of f-post nust be coordinated through the Protocol Ofice
and OD
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b. The OD will plan for visits in advance to minimze disruptions to
| earning. Classroomactivities remain the nunber one priority and will
continue as planned when visitors enter a classroom Students and teachers
shoul d not conme to attention, stand up or in any way interrupt classroom
activities for visitors.

c. The section | eader should ensure that there is always an extra seat
avail able for a visitor and that the classroomis always presentable.
4. Responsibility for Student Accountability.

a. Service Unit Commanders are responsible for all mlitary students
under their command. This includes all students assigned to DLIFLC in PCS
TDY, or any other status.

b. Supervisors of non-nilitary, federally enployed students (e.g., FB
students) have the responsibility for adm nistrative and punitive actions when
students fail to conply with regul ati ons, procedures or |aws. Through
Operations, Plans, and Progranms (OPP), OD will keep the appropriate commnders
or supervisors infornmed of the status of every student.

c. Schools will forward copies of counseling records, accountability
forms, and other records of activities to students’ comranders or supervisors
as required.

5. Student Attendance, Absence, and Leave Policy

a. Class attendance is mandatory for all students, both mlitary and
civilian (including students attending on a space avail able basis). Odinary
| eave is not authorized while in student status except during the Wnter Break
and schedul ed acadeni ¢ breaks. Energency or conval escent | eave approved by the
appropriate Service unit for mlitary students or through OPP by the sponsor
of civilian students are the only other |eaves authorized during any | anguage
program

b. Service units nust strictly control attendance and keep absences to an
absolute mnimum When an absence is absolutely necessary, the student will
request it using DLIFLC Form 806, Academ ¢ Absence Accountability, using the
process outlined in paragraph d below. Mlitary students will request the
absence fromtheir service units and civilian students will request the
absence from OPP in coordination with the sponsoring agency.

c. Service units will coordinate with the Associ ate Provost/ Dean of
Students and all affected schools, at |east one week in advance, when a | arge
nunber of students will mss class for service related activities.

NOTE: Integrity at all levels is critical to the success of this process.
d. The OD will report any questionable or unauthorized absence to the
service unit for mlitary students or to OPP (for coordination with the

sponsori ng agency) for civilian students for action as appropriate. For
mlitary personnel, an unauthorized absence is grounds for action under the
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Uni form Code of Mlitary Justice (UCMJ) and administrative dismssal from

DLI FLC. For civilian students, an unauthorized absence is grounds for actions
by the sponsoring agency and administrative dism ssal fromDLIFLC. Students
will not be permitted to nake up work (including tests) which occurred during
an unaut horized absence.

e. Acadenic Absence Accountability (DLIFLC Form 806)

(1) Any student who msses class is required to present a conpl eted
DLI FLC Form 806 (Figure 4-1) to the TT |eader and student section |eader
before returning to class. The TT | eader and the student |eader wll
i medi ately refer students without a conpleted formto the School Associate
Dean (AD) or his/her designated representative.

(2) Procedures

(a) Students obtain DLIFLC Form 806 fromtheir service unit or
OPP (schools also maintain forns on hand for the convenience
of the students) in advance of the appointnment requiring the
student to miss class. Regardless of where the formis
obt ai ned, the process begins at the assigned service unit or
OPP as appropriate.

(b) Student fills out blocks 1, 2, and 3 and gives the formto
the teaching team | eader as far in advance of the absence as
possi bl e.

(c) Teaching Team Leader signs block 4 and returns the formto
t he student.

(d) Student has the appropriate agency fill out and sign block 5
of the formand returns the formto the appropriate service
unit for an authorized signature in bl ock 6.

(e) Student returns the formto the section | eader and returns to
cl ass.

(f) The section leader will ensure that the CMLI or AD gets a
copy of each Form 806
(3) Responsibilities
(a) Students

i Schedul e all appointnents while on casual status or
out si de schedul ed cl ass tine whenever possible.

ii. Obtain DLIFLC Form 806 i n advance of appointnments during
schedul ed cl ass time.
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Informthe student section | eader and teaching team
| eader of planned absences as far in advance as
possi bl e.

Present DLIFLC Form 806 to appoi ntnent representative
for annotation when arriving at and | eaving the
appoi nt nent .

Present conpleted and signed DLI FLC Form 806 to the
student section | eader upon returning to class.

St udent Leaders

Schoo

Annot at e student’s absence or presence in class on
DLI FLC Form 812, Daily Student Accountability Report.

Ensure all returning students have appropriate
docunentation and attach it to the DLI FLC Form 812

| medi ately refer students returning to class without a
conpl ete and properly signed DLIFLC Form 806 to the AD
or his/her designated representative.

Forward a copy of each DLIFLC Form 806 to the OD daily.

Forward DLI FLC Form 812 along with copies of all DLIFLC
Forms 806 to the OD by the end of the academ c week.

AD wi Il coordinate with service units for all required
actions regardi ng student absences.

OD will ensure all students, student |eaders, and
faculty nenbers understand the attendance and absence

policy.

AD wi || annotate any unexcused student absence on DLIFLC
Form 806 and will forward all Forms 806 to the service
units daily.

Teaching team | eader will sign the DLIFLC Form 806 in
bl ock 4 and annotate in the comments section if an
i mportant activity, such as an examwi |l be nissed.

Teaching teamwi || provide students with advance cl ass
wor k and homewor k assi gnnments for excused absences.

(d) Service Unit
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i Brief all students on unit-specific attendance and
absence policies.

ii. Assi st students in securing appointnents outside of
schedul ed cl assroomti ne.

iii. Designate personnel within the unit who have approva
authority to sign DLIFLC Form 806.

iv. Take appropriate disciplinary action for any student who
fails to conply with the attendance policy of the
Institute.

V. Coordinate with the Associ ate Provost and the School s
for planned Service unit-rel ated absences.

(e) Al other units on the Presidio of Monterey and POM Annex.

i Make every effort to schedul e student appointnents
out si de normal cl assroom hours.

ii. Annot ate and sign the DLI FLC Form 806, Block 5 to verify
student appoi ntnment information.

e. Daily Attendance Reports (DLIFLC Form 812)

(1) Schools will provide attendance reports for the preceding week to
each unit commander by the close of business each Tuesday.

(2) Schools will send a copy of each report to the appropriate
depart ment chairperson.

(3) Schools will retain a copy of attendance reports on all students
until the student conpletes the programor |eaves the school for
any reason. |If a student graduates, the attendance record nay be
destroyed. |If a student is assigned to another school for any
reason, the |losing school will forward the attendance record to

t he gai ni ng school

6. Faculty and Staff Professional Devel opnment Days

a. Conducted on Blood Drive days (see chapter 5), these days will be used
for educating teachers and staff to inprove the quality of education prograns
at DLIFLC. The education will focus on enhanci ng and updating current skills,

di scussing the | atest techniques in | anguage educati on, and devel opi ng greater
uni t/team cohesi on.

b. School Deans, Departnment Chairpersons and supervisors will ensure they
schedul e effective, innovative educational programs for their faculty and
staff.
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Qut - OF - Cl ass Educational Activities.

a.

Qut -of -cl ass educational activities enhance the classroom experience
by providing educational opportunities outside the Presidio of
Monterey (POM) during a normally schedul ed acadeni ¢ day. These “field

trips” will be designed to enhance the cultural know edge and | anguage
skills of the students in a non-classroomsetting. The nunber and
frequency of these activities will be deternmi ned by the OD, and may

vary by class, teaching team |anguage and school as requirenents and
resources change. Exanples of acceptable out-of-class educationa
opportunities include: visits to local restaurants serving food commn
to the countries in which the target |anguage is spoken, visits to
nmuseuns and historic sites with a tour guide or teacher using the
target |anguage, or any other activity that contributes to cultura

and | anguage | earning. All out-of-class educational activities must
begin and end within the confines of the Presidio of Mnterey.

Responsi bilities.
(1) Teaching Team | eaders wll:

(a) Plan out-of-class activities that will enhance student
| anguage skills and cultural know edge.

(b) Subnmit requests for all out-of-class activities to OD through
t he departnent chairperson using DLIFLC Form 717, Request for
Qut-of-Class Training (figure 4.3).

(c) Subnmit all requests at least 14 duty days in advance of the
pl anned activity to ensure adequate planning, proper
schedul i ng, and sufficient tine to coordinate with Service
units that have students expected to participate. Additiona
time should be allowed for unusual requests or when schedul i ng
activities may require additional tine.

(d) Ensure a mnimum of one teacher per section is present during
all phases of out-of-class activities.

(e) Provide a workday schedul e for teachers not participating in
out-of-class activities. Teachers who do not participate in
the out-of-class activity are not excused from worKk.

(f) Ensure all students participating in the out-of-class activity
receive a safety briefing prior to departure. Student
accountability must be mmintained throughout the activity.
Topics included in figure 4.4 are the mnimumto include in
the safety briefing. Itenms specific to the planned activity
will be added to the briefing. Teaching team | eaders may use
student | eaders for assistance in safety-related areas, but
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they remain ultinmately responsible for the entire activity to
ensure the safety and accountability of all students.

Ensure all out-of-class activities begin and end within the
confines of the POM Students nust be back at the POM by 1530
hours unl ess prior approval has been arranged with al
applicabl e Service unit conmanders.

Ensure appropriate supervised classroomactivities are
avail abl e to any student unable to participate in the out-of-
class activity.

Coordinate with the OD for transportation as necessary.

(2) Departnment Chairperson wll:

(a) Concur or nonconcur with all requests for out-of-class
activities.
(b) Provide feedback to team | eaders on each nonconcur to
facilitate nodifications to the request before submitting it
to the OD for approval/di sapproval .
(c) Forward requests to the OD for approval /di sapproval .
(3) ODwll:

(a) Evaluate each request for its appropriateness to | anguage
| earni ng and nake the decision to approve or di sapprove each
request.

(b) Ensure all applicable Service units are notified of approved
out-of-class training activities. Notification should be
conpleted at least five duty days before the activity.

(c) Coordinate with applicable Service units for approval of al
out-of-class training activities that start before 0755 or go
beyond 1530 hours prior to granting approval of such
requests.

(d) Maintain all approved requests on file with the historica

records for the class.

(4) Service unit commanders will:

(a)

Approve or disapprove requests for their respective Service
personnel to attend out-of-class activities that start before
0755 hours or end after 1530 hours.
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(b) Deternmine student attire for their personnel participating in
out-of -class activities. Deternination should consider the
School 's proposed attire and Service criteria.

(c) Approve or disapprove out-of-class activities for any Service
menber on restriction or other forns of administrative
puni shment .

(d) Arrange for box lunches or reinbursement for mssed neals for
personnel not on separate rations, as necessary.

c. Policies and Procedures.

(1) Request/Approval. Each request must be nmade and approved using
DLI FLC Form 717, figure 4.3. The request nust include a description of the
activity in the remarks section that details how the activity will contribute

to i nproving | anguage skills and/or enhancing cultural know edge.

(2) Transportation. Team | eaders nmust arrange for transportation
through the OD at |east 14 days prior to the scheduled trip. The Institute
does not budget for transportation costs for out-of-class activities.
Transportation options available for out-of-class activities are as foll ows:

(a) TWMP Vehicles. Fifteen-passenger TMP vans can be schedul ed
through the Directorate of Logistics at no cost, but are subject to
availability. The driver nust have a valid state driver's |license, possess an
Arny Defensive |Inprovenent Program (ADIP) card, and a DD Form 1902,
Certificate of Qualification.

(b) CGovernnent-Contracted Buses. Buses must be used for
activities outside the Monterey Peninsul a-Salinas area. The Directorate of
Logistics will pay for these buses when funds are avail able. Schools should
deternmine if funds are avail able for governnent-contracted buses before
arranging for privately contracted buses.

(c) Privately-Contracted Buses. \When government-contracted buses
are unavail able, team | eaders can schedule for private buses with the costs
absorbed by the students and teachers participating in the activity. Because
of the cost involved, any out-of-class activity using private buses nust be
offered to students on a voluntary basis.

(d) Privately-Owmed Vehicles (POvVs). Use of POVs is permtted
only for local trips within the Monterey Bay-Salinas area. Big Sur to the
South and Santa Cruz to the North define the |ocal Mnterey Bay-Salinas area
for field trips. It is permssible to use POvVs if there are enough student
and teacher volunteers with vehicles to safely acconmodate all students and
teachers. Team | eaders nust nmake extra efforts with regard to accountability
and safety briefings whenever POVs are used.

(3) Costs. Al out-of-class activities that require students to pay
for transportation, food, etc. nust be offered to the students on a voluntary
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Team | eaders nmust nake arrangenments for alternate classroomactivities
students electing not to participate in the out-of-class activity
of the cost.

(4) Alcohol. There will be no consunption of alcohol by any student,
or staff nenber, guest or any other person participating in the

activity. To prompote awareness and conpliance with this policy, the
statement, “NO ALCOHOL |'S PERM TTED ON THESE ACTI VI TI ES” nmust be initialed by
the team | eader in the remarks section of the DLIFLC Form 717
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ACADEM C ABSENCE ACCOUNTABI LI TY

Student: Present this conpleted formto your section |eader upon return to cl ass.

PRI VACY ACT STATEMENT: This information is solicited by the authority of
USC 3012 and will be used to provide authority and accounting for periods of
student absence fromclass. Disclosure of this information is mandatory.

NANVE RANK SSN SERVICE UNI' T

CLASS NUMBER SECTI ON

Absence from class required for:

REASON

From / to /

TI ME DATE TI ME DATE

Teachi ng Team Leader Notified (when appointnents are schedul ed in advance)

/

S| GNATURE DATE TI ME

Appoi nt nent :
TI ME ARRI VED TI ME LEFT DATE
APPOI NTMENT REPRESENTATI VE S| GNATURE PHONE NUMBER
Unit: Commander / Supervisor Approve / Disapprove perm ssion to return to cl ass
/ /
S| GNATURE PHONE NUMBER DATE TI ME

Section Leader: If blocks 1, 2, 3, 5, and 6 are not conpletely filled out, send
i ndividual to the Associate Dean or designated representative.

TI ME STUDENT ARRI VED | N CLASS SECTI ON LEADER SI GNATURE DATE

Comment s
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DLI FLC FORM 806 Previ ous editions are obsol ete
12 Nov 98

FIGURE 4.1
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DAI LY STUDENT ABSENCE REPORT

d ass Section

Section Leader Dat e

I NSTRUCTI ONS:

1. Section Leader will fill out the formon daily absences of student(s) and send to the

OCSD.  Section Leader should make sure that all colums, especially each student’s nane
and unit, be filled out correctly. Unit abbreviations “A’” for A Co, etc., “AF" for Ar
Force, "M for Marine Corps, and “N for Navy.

2. “A indicates absent for the entire period/ hour; “L__ " indicates nunber of minutes
arrived late; “"E___” indicates nunber of mnutes |left class period/ hour early.
3. Unit Name & Rank (L (2) (3) (4 (5 (6 (7N REMARKS

4, Comrent s
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Section Leader Signature/Rank Dat e
DLI FLC Form 812 Previ ous editions are obsol ete
15 Jan 97

FI GURE 4.2
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REQUEST FOR QUT- OF- CLASS TRAI NI NG

From Dat e

THRU DEPARTMENT CHAlI RPERSON To CD

CLASS NUMBER Week of Instruction # of
St udent s

TOVISI T (PLACE PURPCSE)

DEPART ( DATE/ TI ME) RETURN ( DATE TI ME)

PROPCSED STUDENT ATTI RE

Cl VI LI AN M LI TARY UNI FCRM

TEAM LEADER

PARTI CI PATI NG TEACHERS:

CLASS LEADER

TRANSPORTATI ON
TMP VEH CLE GOV’ T CONTRACTED BUS

PRI VATE BUS POV

ESTI MATED FI NANCI AL COST TO STUDENT

RENVARKS
DEPARTMENT CHAI RPERSON CONCUR NONCONCUR
(OD) APPROVE DI SAPPROVE
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REMARKS
Safety brief given by initials on (date)
NO ALCOHOL IS PERM TTED ON THESE ACTI VI TI ES initials of Team Leader

DLI FLC Form 717, Repl aces DLIFLC Form 717, 1 Sep 93 which is obsol ete
15 Jan 97
FI GURE 4. 3

SAFETY BRI EFI NG TOPI CS

Team | eaders who set up the out-of-class training activity will make sure
that, as a mninmum students receive a safety briefing on the follow ng topics
(as applicable) before the activity begins.
SAFETY
Do not use al cohol
Buckl e up when in vehicles with seat belts.

Rest before driving and periodically while enroute.

Weat her

SECURI TY
Travel in groups.
Use the "Buddy" system

Tel | peopl e your expected destination, route of travel, and tine of
arrival so they will know if someone is m ssing.

FI GURE 4. 4
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CHAPTER 5

ACADEM C BREAKS

1. The primary mission of every student at DLIFLC is to nmaster the Fina
Learni ng Obj ectives (FLO of his/her designated | anguage. To ensure
educational prograns fully exploit time available within their authorized
duration, the following |ist shows the approved days when no formal |anguage
education will be schedul ed.

a. Federal Holidays. The public holidays shown bel ow are established by
law (5 USC 6103) and nay be found in Chapter 13, AR 630-5, Holidays. These
holidays will be observed except when nilitary operati ons prevent observance.
When the holiday falls on a Saturday, the preceding Friday will normally be
consi dered a holiday. Wen the holiday falls on a Sunday, the follow ng
Monday will normally be considered a holiday.

(1) New Year's Day, 1 January

(2) Martin Luther King's Birthday, third Monday in January
(3) Presidents’ Day, third Monday in February

(4) Menorial Day, |ast Monday in My

(5) I ndependence Day, 4 July

(6) Labor Day, first Monday in Septenber

(7) Col umbus Day, second Mnday in Cctober

(8) Veterans Day, 11 Novenber

(9) Thanksgi ving Day, fourth Thursday in Novenber

(10) Christmas Day, 25 Decenber

(11) O hers, when directed by proper authority under |aw

b. Training Holidays - Four annually, as designated by HQ TRADOCC
Normal |y associated with sel ected federal holidays: Menorial Day, |ndependence
Day, Labor Day and Thanksgi vi ng.

c. Blood Drive Days - Two per year per school. After coordination with
the schools, the 229th M Battalion S-3 will announce dates of Bl ood Days as
far in advance as possible by publishing themon the Master Cal endar of

Event s.

d. Language Day - One day. Normally in the spring.
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e. Mlitary Cerempnies - Change of Command Cerenonies for DLIFLC Comrand
Group and Commanders of 229th M Battalion, 311th Traini ng Squadron, Nava
Techni cal Training Center Detachnment, and the Marine Corps Detachnment will be
conducted in the afternoon when possible. Participating students will be
rel eased fromclass at their normal |unch hour. Students will not be rel eased
for cerenobny practices without the approval of the Commandant.

f. Wnter Break - Al DLIFLC students are afforded the opportunity to
participate in a two-week winter break in | ate Decenber/early January each
year. Student |eave during this period is at the discretion of the Service
unit commander. DLIFLC in coordination with HQ TRADOC will determ ne the
appropriate dates each year. Honmework will not be assigned during the break;
however, students should strive to work on their |anguage devel opnent, as tine
i s avail abl e t hroughout the break.

g. Acadenic Break — A one week break in the class schedul e of al
| anguage prograns |onger than 25 weeks is authorized. All prograns from26 to
34 weeks in duration that include the Wnter Break will not have an Acadenic
Break. Breaks nust be taken during a four-day week associated with a three
day federal holiday weekend. Exception to this nust be approved by the Ofice
of the Provost, and may nornmally be given only during the nmonths of March

through May. It may not be taken in conjunction with the two-week W nter
Break. Use DLIFLC Form 711, Request for One-Woe ek Acadenm c Break (figure 5.1).
Homework wi || not be assigned during the break; however, students should

strive to work on their |anguage devel opnent, as tinme is avail able throughout
t he break.

2. Students will be released to their Service units or sponsoring agencies
when they have tine off fromclass, e.g., participating in Blood Drives,
wi nter breaks, etc.

3. Mlitary/civilian staff and faculty will normally participate in

prof essi onal devel oprment during the tines when students are not in class as
outlined in Chapter 4.

5-2
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REQUEST FOR ONE WEEK ACADEM C BREAK 1. Date
2. From Team Leader 3. Thru: Departnent Chair 4. To: D
5. Class Number 6. Starting Date of C ass
7. Proposed Break Week 8. Graduation Date

9. Remarks

10. Departnent Chairperson’s Printed Nane 11. Signature

12. From @D 13. Thru: Departnent 14. To: TT Leader
Chair

15.

[ REQUEST FOR ONE WEEK ACADEM C BREAK | S APPROVED

[ REQUEST FOR ONE WEEK ACADEM C BREAK IS DI SAPPROVED FOR THE
FOLLOW NG REASONS:

16. OD Representative's Printed Name 17. Signature

18. Units Assigned (circle for distribution)
CoA CoB CoC Cob CoE CoF Co G NITCD MDD 311th TRS

Copy lto:  ATFL- OPP- PO and ATFL- DAA- AR

DLI FLC Form 711 Previ ous editions are obsolete

5-3
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15 Jan 97
FIGURE 5.1
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CHAPTER 6

GRADI NG

1. Grading Phil osophy.
a. An effective grading system nust satisfy several objectives. It must:

(1) Test l|earning objectives and be clearly understood by all teachers
and students.

(2) Provide feedback to students.

(3) Furnish information to other institutions, allow ng students to
transfer credits from DLIFLC

(4) Cenerate neani ngful assessnent data for DLIFLC program eval uation

(5) Capture summative information for students' current or future
schools or units of assignnent.

b. The DLI FLC gradi ng system

(1) Does not attenmpt to acconplish all grading system objectives with a
single set of data.

(2) Correlates test or course grades to established end-of - program
proficiency goals.

(3) Must be standardi zed throughout the Institute to provide a comopn
definition of student ability.

2. Grading System

a. Grading objectives 1.a. (1), (2), (4) and (5), above, are satisfied
t hrough end of senester final exans and the DLPT.

b. Grading objectives 1.a. (1), (2), (3) and (5), above, are addressed
t hrough a grading systemwth the |levels shown bel ow including "plus" or
"m nus" supplenments (no A+, D-, F+ or F- grades will be given).

A Superi or

B Above average
C Satisfactory
D Barely Passing
F Failing

c. The followi ng values are used to conpute a student's GPA throughout the
program within courses, and for end-of-course grades:
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A 4.0 B 3.0 cC 2.0 D 1.0
A- 3.7 B- 2.7 C 1.7 F 0.0
B+ 3.3 C+ 2.3 D+ 1.3

d. To maintain a relationship anmong | anguage prograns, course grades, and
end- of - program FLO goal s, the grades assigned on tests should be based on
hi storical performance data and shoul d serve as sound predictors of student
per formance on end- of - program perfornmance assessnents.

(1) Based on previous end-of-programresults, criteria for a “C’ grade
are established for each test, which are consistent across the Institute.
Bottom Li ne: A grade of “C’ should nmean the sane thing on any test in any
school .

(a) Historical data shows individual tests vary in difficulty, and
student grades fluctuate accordingly.

(b) To reflect these differences in test difficulty, the criteria
required to receive a “C' grade are conputed independently for each test or
test component (e.g., Module 1 or Mdule 2, Listening or Reading).

(2) Criteria for the mninmm successful grade (C) and ot her grades of
each test nust be determined before it is admnistered.

(3) Once the mnimumcriteria for a C grade are established for a test,
simlar procedures will be used to determ ne appropriate cutoff criteria for
all other grades.

(4) The TT nmust ensure students are inforned, in witing, of the
nunerical or descriptive criteria for each grade on each test before the test
i s adm ni stered.

(5) Inpression grades, such as "classroom participation,”" will not be
used to determ ne final course grades.

(6) Final course grades shown on each student’s transcript will be
based on a wei ghted average of all grades on tests, quizzes, and honework,
devel oped at or above the Chairperson/Branch | evel, and the final exam for
each course. The weight of the final examw ||l be the sane throughout the
Institute. The weight of the other evaluation instruments will be determ ned
at the school |evel.

(7) Each Basic programwill be divided into three senesters conposed of
five courses each (X01, X02, X10, X20 and X40, with X identifying the
senmester). An individual grade will be given for each course. Each school
will determine the end date of each senester for each program and i nformthe
teachers, students, and Academ c Records Division of this date before the end
of the first week of each senester
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(8) The nunber of senesters in all other prograns (e.g., Internediate
and Advanced) depends on the length of the program

(9) As a guideline, students nust nmintain, over the nost recent four
weeks of instruction (two weeks for Category | |anguages), an average grade of
C or better in all courses. Failure to neet this standard will result in
acadenmic or adm nistrative action (e.g., tailored instruction, specia
assi stance, probation, or disenrollnment) as specified in Chapter 7.

(10) Recycl ed students receive new grades for all parts of the program
they repeat. Recycled students will retain the grades they received for al
parts of the program not repeated.

(a) Any student who is acadenically recycled will receive the
course grade earned after he/she is recycled for all repeated courses. For
exanpl e, a student receives an “F’ in FL 101, is academ cally recycled,

repeats the course and receives an “A.” The final course grade is “A.” The
grade fromthe first time conpleting the course is retained in the student’s
record, meaning that the student in the exanple above will have both the “F”

and the “A’ grades used to conpute the cunul ative GPA

(b) Any student who is administratively recycled will receive the
course grade earned after he/she is recycled for all repeated courses. For
exanpl e, a student receives a “B” in FI 101, is administratively recycl ed,
repeats the course and receives an “A.” The final course grade is “A"”

3. Recording Gades. For standardization in conputing each student's course
grade, all letter grades, including the final exam grade, will be converted
into the appropriate nunerical val ue, weighted, averaged, and then reconverted
to a single letter grade for each course.

4. Reporting G ades.

a. TTs will report all test, quiz, and homework grades and provide
feedback to students not later than five duty days after a test or quiz is
admi ni stered or homework is turned in.

b. Schools will report all course grades to the Acadeni ¢ Records Division
wi thin four academ c days after the end of each senester. The grade report
will include the follow ng information: student nane, social security nunber
class, course, conpletion date, and letter grade. Schools will submt grade
reports for all Basic program courses on electronically. Schools will submit
grades for all other prograns electronically and include the final program
gr ade.

c. The Acadenic Records Division will report course grades to schools and
Service unit commanders for distribution to students within four academ c days
of receipt of all grades for the class fromthe school
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d. The Evaluation and Standardi zation (ES) Directorate adm nisters
end- of - program DLPTs (Proficiency FLOs) for all |anguage progranms. ES also
admi ni sters final exans that incorporate ability of all other FLOs for npst

prograns. School s devel op and adm ni ster final exams that incorporate
mastery of all other FLGs for |anguage progranms not administered by ES. ES
and the schools will report scores for these tests to Acadeni c Records

Di vi sion as soon as possible after the tests are conpleted, but no later than
five duty days before graduation.

5. Responsibilities.
a. Each School Dean ensures:

(1) Al school, departnent, branch, and team grading practices in
hi s/ her school conformto all guidelines stated in this regulation.

(2) The OD reports all students' current grades to their service unit
conmanders at | east once a nonth.

(3) Al course grades are reported within 5 duty days of the end of

each senester to the Acadenic Records Division for recording and forwarding to
the respective Service unit commanders.

b. Department Chairpersons/Branch Chiefs ensure:
(1) They explain all grading policies and procedures to all mlitary
and civilian teachers and ensure each teacher can clearly explain these to al

st udent s.

(2) During the first week of each class, teachers clearly explain al
gradi ng policies, standards, and procedures to all students.

(3) Al TT grading practices conformto Institute policies.

(4) Al TTs report test, quiz, and honmework grades to students within
five duty days as established in this regulation.

(5) Al teachers refer unresolved chall enges or problenms concerning
student grades to (in order) the team | eader, departnent chairperson, or OD
for resol ution.

c. TTs will:

(1) Brief all students on policies, standards, and procedures for

admi ni stering and grading tests, quizzes, and homework within the first week

of each senester.

(2) Report all test, quiz, and homework grades to students within five
acadeni ¢ days of each test, quiz, or honmework turn in.

6- 4
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(3) Answer all student questions and attenpt to resolve any student
concerns regarding testing procedures and gradi ng policies and procedures.

(4) Refer all unresol ved chall enges or problens concerning student
grades to (in order) the team | eader, department chairperson, or OD for
resol ution.

d. Academ c Records Division will:

(1) Compute senester GPA for all students to determine eligibility for

the Dean's List. A copy of the Dean's List will be provided to the GLOBE

appropriate school, and all Service unit commanders.

(2) Publish end-of-course grade reports and provide themto the
school s and respective Service units for distribution to students.

(3) Publish end-of-program DLPT test battery results for respective
Service units and school s.

(4) Maintain student enroll nment records.

(5) Produce transcripts for every student; and a diplom, certificate
of conpletion, or certificate of attendance, as applicable, for each student.
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CHAPTER 7

STUDENT ACADEM C STATUS

1. Responsibilities.
a. TTs will:

(1) Provide all academi c personnel, materials, and techniques at their
di sposal to enable students to achieve all FLGs.

(2) Provide neani ngful feedback and written progress reports to each
student concerning his/her progress in the | anguage program The TT will
provi de the original of each progress report to the department chairperson

(3) Conduct formal and informal counseling, as needed, with students
regardi ng acadeni c and di sciplinary problens encountered during their program
of study. Formal counseling will include educational plans with tailored
instruction as required to nmeet each student's specific needs.

(4) Maintain copies of student counseling, special assistance,
probation, and recycle reports until the student graduates or |eaves the
school. If the student is placed in a different school, all records will be
transferred to the gaining school

(5) Ensure proper docunentation is maintained to support any
recommendati on of special assistance, academ c probation, recycle or
di senrol | nent .

(6) Inmediately provide all available informtion on suspected
academ ¢ m sconduct to the Departnent Chairperson

b. Departnent Chairpersons wll:

(1) Assist TTs, when necessary, to ensure proper docunentation is
packaged appropriately in all academ c recomendati on packages.

(2) Coordinate (concur/nonconcur) on each recommendati on subm tted by
the TT for special assistance, academ c probation, recycle, or disenrollment.
If the chair does not concur with the TT recommendati on, he/she will explain
the rational e behind the decision and provide guidance to the TT on the npst
effective way to proceed with the student.

(3) Provide a copy of all actions, with which he/she concurs, to the
OD no later than 0800 the next day.

c. The OD will:
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(1) Review, monitor, and keep records (grade and counseling reports)
related to all student academ c problens and disciplinary actions. Sone of
these records are duplicative of the TTs' records, but may include
admi nistrative information or actions taken with specific students.

(2) Conduct formal acadenic and disciplinary counseling to support TTs
and chai rpersons, when necessary.

(3) Notify the student's Service unit of all formal counseling.

(4) Approve or disapprove all recommendations to place a student on
probation. For disapproved cases, explain the rationale behind the
di sapproval and provi de guidance to the chairperson on the nost effective way
to proceed with the student.

(5) Coordinate with the appropriate Service unit conmander on al
recycl e and disenroll nent decisions. |If the recycle decision includes sending
the student to a different school, the Dean of the gaining school nust be
included in all recycle decisions.

(6) Disapprove or recomrend approval of each reconmendation for
acadenic recycle. For disapproved cases, explain the rationale behind the
di sapproval and provi de guidance to the chairperson on the nost effective way
to proceed with the student.

(7) Approve or disapprove each recomrendati on for acadenic
di senrol Il ment and explain to the student his/her appeal rights in approved
di senrol Il nent actions. Notify Service units of all approved recommendati ons.
Assist the TT and the chairperson in preparation of, and subsequent
admi ni strative processing of, all disenrollnent packages.

(8) Prepare DLIFLC Form 716, Notice of Change in Student Status
(figure 7.1), for all approved actions when conpl ete.

(9) Notify (and neet with, as necessary) the Associ ate Provost/Dean of
Students on any unresol ved i ssues with Service unit commanders.

d. Service unit commanders (or their designhated representative) wll:

(1) Ensure students establish and naintain productive study habits
t hroughout the program of instruction.

(2) Wrk with each school staff to identify potential student problens
as early as possible and support counseling efforts to ensure students receive
timely and effective assistance.

(3) Establish and sustain materials, procedures, and prograns within
each unit to assist student |anguage educati on.

(4) Coordinate with the OD(s) on all recycle and disenroll nment
matters.
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(5) Initiate recommendations to the OD for any adninistrative recycle
of students. Approve or disapprove each School recomendation for the
acadenic or adm nistrative recycle of any student.

(6) Provide adm nistrative support to students in the preparation of
any appeal s of disenroll nent actions.

(7) Concur or nonconcur with OD reconmendations for the acadenic
di senrol I mrent of any student who has not received mandatory probation, but who
is recomrended for disenrollnment based on exceptional circunstances.

(8) Handle all actions concerning administrative and disciplinary
student issues. Request the OD initiate the DLIFLC Form 716 for
admi nistrative or disciplinary disenrollments. Notify the student of any
di senrol Il nent that is admi nistrative or disciplinary in nature.

(9) Notify (and neet with, as necessary) the Associ ate Provost/Dean of
Students on any unresol ved issues with the OD

(10) Coordinate with OPP, OD, and the Dean of Students all requests to
pl ace a disenrolled student into “Y” status.

(11) Determ ne | anguage change eligibility for each student
di senroll ed froma | anguage program of study (consider the recomendati ons of
both the previous school and the potential new school).

(12) Coordinate enrol |l nent of any student changing to a new | anguage
programwith OPP and the OD of the gaining School

(13) Coordinate any special educational requirenents with the OD
(14) In accordance with applicable Service directives, investigate
disciplinary infractions (to include allegations of cheating) and take the

appropriate actions.

(15) Coordinate actions, when appropriate, with the Reserve Forces
Advi sor.

e. The Associ ate Provost/Dean of Students wll:

(1) Serve as the final authority for adjudication of all routine
student academnic actions.

(2) Coordinate unusual or precedent setting cases with the DLIFLC
Command Group.

f. The Conmandant will:

(1) Serve as final authority for adjudication of unusual or precedent
setting academic, adnministrative, or disciplinary disenrollnment actions.
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(2) Review, at his/her discretion or as requested, any disciplinary
admi ni strative or disenrollnment action for approval /di sapproval based on the
nmerits of each case. Any student may request, through the appropriate chain
of conmand, to present his/her appeal directly to the Comandant. Approved
di senrol I ment actions will be forwarded to Service unit commanders for
reassi gnment processing. Disapproved actions will be returned to the
appropriate chain of command for further action as required.

(3) Disenroll, at his/her discretion, any student for action(s), which
underm ne sound military order and discipline (e.g., fraternization, excessive
admi ni strative/disciplinary problens, etc.). Personnel disenrolled under such
circunstances will be i mediately processed for pernmanent change of status.

2. Policy and Procedures.

a. Academ ¢ Feedback

(1) Feedback is an essential elenent of the educational process. At

| east once per nonth (Category | and Il | anguages), a nmenber of the TT will
provi de acadeni c feedback and a witten progress report to each student. A
copy of all witten progress reports will be forwarded to the Depart nent

Chai rperson. For Category IIl and |V | anguages, academ c feedback and witten
progress reports nust be acconplished at |east every other nonth. The

chai rperson will maintain copies of all reports.

(2) TT nenbers will use DLIFLC Form 864, Periodic Assessnent Report
(figure 7.2), to docunment the nonthly feedback and to serve as progress
reports.

b. Informl Counseling.

(1) Informal counseling conprises the bul k of day-to-day, verba
contact with students. Informal counseling ensures students are aware of what
is expected of themin the academ ¢ and disciplinary context. |Infornmal
counseling should only be used for mnor issues requiring mnor renediation.

(2) No docunentation is required.
c. Formal Counseling.

(1) When necessary, students will be formally counseled to ensure they
are fully aware of their acadenic/disciplinary status. The school and service
unit nmust carefully guide each student through renedi ation, and provide
i medi ate feedback. As a mninum students will be formally counsel ed
i medi ately upon determ nation of a requirenment for, or occurrence of, any of
the foll ow ng:

(a) Significant changes in acadenic standing (though not
requiring special assistance). Use DLIFLC Form 864.
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(b) Placenent on or renoval from special assistance status. Use
DLI FLC Form 852, Record of Special Assistance/Probation (figure 7.3).

(c) Placenent on or renoval from probation status. Use DLIFLC
For m 852.

(d) Recommendation for recycle or disenrollnent. Use DLIFLC Form
838, Reconmendation for Recycle or Disenrollment (figure 7.4).

(e) Significant or recurring disciplinary problens.
(f) Allegations of cheating.

(2) School nenbers must use DLIFLC Form 864 to docunent all formal
counseling or disciplinary issues.

(a) For acadenmi c counseling, the TT will identify any problen(s)
and provi de suggestions to correct them

(b) For disciplinary situations such as failure to turn in
homewor k assi gnnents, not being prepared for class, or any other inappropriate
behavior, the TT will formally counsel the student rem nding himher of the
established disciplinary requirenents in the classroom This counseling wll
i nclude the consequences of not correcting the behavior, such as possible
di senrol Il nent for failure to conplete assignments or participate in class
activities, adverse Academ ¢ Eval uati on Reports (AER), or disciplinary action
under the UCMI.

(3) The TT nust docunent all formal counseling to include the
foll owi ng: diagnosis of the issue, reconmended corrective action, tine franme
in which the corrective action nmust be conplete, and consequences of failure
to performup to expected standards.

(4) The student will sign the form acknow edgi ng the counseling took
pl ace. The student may make comments concerning the issue in the space
provi ded on the form and/or on a separate attachnent to be included for the
record. |If the student refuses to sign the form the TT will docunment on the
formthe student's refusal to sign

(5) Notification and Forwarding. The TT will provide a copy of the
counseling formto the OD as soon as possible, ensuring sufficient tinme for
the OD to forward the docunmentation to the Service unit within the foll ow ng
gui del i nes.

(a) For academi c counseling, the OD will notify the Service unit
within one duty day of the counseling session and provide docunentation to the
unit within three duty days of the counseling (except for nonthly feedback).

(b) For disciplinary counseling, the OD will notify the Service
unit imedi ately and provide the docunentation by the next duty day. Service
unit commanders will take the appropriate action. |[|f the OD determ nes the
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student behavior is too disruptive for the student to remain in class, the OD
will renove the student fromclass, contact the service unit imediately, and
coordi nate the appropriate action with the service unit.

(c) To ensure maxi mum i nformati on about students is available to
Service unit commanders, the OD will provide the academ ¢ records to the unit
al ong with docunmentation of all academ c counseling, and upon request by the
unit for disciplinary counseling.

d. Special Assistance.

(1) The TT may recommend and the OD approves special assistance for
any student. Students mmy volunteer for assistance if the resources are
avail abl e.

(2) Special assistance should be considered under any of the follow ng
ci rcumst ances:

(a) A pattern of declining acadeni c performance, even though
m ni rum academ ¢ requirenments are being net.

(b) A series of excused absences fromthe classroomthat have
resulted in substantial mssed instructional hours.

(c) A pattern of performance which has resulted in, or is
i ndicative of, failure to neet acadenic requirenents.

(3) Special assistance is normally the first renedial action for
acadenic deficiencies and normally will last at |least 10 academ c days.

(4) Placenent of a student on special assistance status will be:

(a) Docunented on DLI FLC Form 852, Record of Speci al
Assi stance/ Probation (figure 7.3). The formw Il note the acadenic
deficiency, the instruction tailored to correct the deficiency, |ength of
speci al assi stance, and any other specific conditions.

(b) Reported by the OD to the Service unit within one duty day of
the counseling session with all docunments forwarded to the Service unit by the
OD within three duty days for subsequent action

(5) Special Assistance is conducted with a student/teacher ratio of
not nmore than three students per teacher

(6) Special assistance covers nmaterial tailored to correct each
student’s academic deficiencies. It is not a homework period.

e. Probation.
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(1) Probation is recormmended by the TT and approved by the OD. A
student is normally on special assistance status with a m ni num of 10 days of
tailored instruction before being placed on probation.

(2) A student is placed on probation under either of the follow ng
ci rcumst ances:

(a) When the four week grade average (two weeks in Category |
| anguages) remains less than Cin the sane skill area at the end of specia
assi st ance.

(b) A pattern of performance has resulted in failure to neet
graduati on requirenents.

(3) Placenent of a student on probation requires:

(a) Docunentation by the TT on DLIFLC Form 852, recomendi ng the

student is placed on probation. The TT will forward the formto the
Department Chairperson for review |If the chairperson concurs, he/she wll
send the formto the OD for approval. |If approved, the TT will present the

formto the student to notify himher of the probationary status and obtain
the student's signature acknow edgi ng recei pt of the form

(b) TT use of DLIFLC Form 852 to note the academ c deficiency,
the tailored instruction proposed to correct the deficiency, anticipated
| ength of probation, and any other specific conditions.

(c) The student's signature on the front of DLIFLC Form 852
acknow edgi ng probationary status and conditions of the probation. |If the
student refuses to sign the form the TT will docunent on the formthe
student’s refusal to sign. The chairperson will provide a copy of DLIFLC Form
852 to the OD by 0800 the next duty day. The OD will notify the Service unit
within one duty day of the student’s placenent on probation and will provide
copies of all relevant docunents to the unit within three duty days.

(4) Probation for all students will include a mninmmof 10 acadenic
days of tailored instruction. |If the student, at the end of the probationary
period, fails to neet the criteria outlined in his/her DLIFLC Form 852, the TT
will recomend recycle or disenrollment of the student fromthe program |If a

student denonstrates significant inprovenent during the initial probation
period, but fails to achi eve passing grades, the TT may recomend one
addi ti onal probation period using normal probation reconmendati on procedures.

(5) Tailored instruction for students on probation will be conducted
with a student/teacher ratio of 3:1 or less. Lower ratios will be used when
teachers are avail abl e.

(6) No student may have nore than two di fferent probationary periods
during any single programof instruction. |[If he/she fails to maintain his/her
grades during the second probation, the TT will initiate a recommendation for
recycl e or disenrollnment.
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f. Recycles. Students may be recycled within any educational program
for academic or administrative reasons. Based on the acadenic needs and
availability of classroom space, the student will be recycled to the acadenic
day in the program nost conducive to student success. This may include day
one, in effect, restarting the program I|f the recycle decision places a
student in another school, the dean of the new school mnust be included in the
deci si on- maki ng process. For the purpose of recycles, the | anguages that are
di vi ded between two schools nust be considered as one | anguage program and the
student recycled to the class that nakes the npst sense academically,
regardl ess of which school this places the student in. The OD(s) will nake
every effort to recycle the student to a point in the programat or before the
poi nt the student began to experience academ c problens. Wile the school or
service unit has the authority to recommend recycle action, the service unit
commander nust approve the action because of its inpact on service pipelines.
A student may be recycled as nany tinmes as necessary as |long as the school and
service unit agree.

(1) The TT or service unit commander may recomrend a student recycle.
The OD and commander nust agree to recycle a student and how nmuch of the

programthe student will repeat. The authority to make this decision will not
be delegated to a level lower than the OD or the Service unit comander. |f
they cannot agree, they will refer the case to (and neet with, as necessary)

t he Associ ate Provost/Dean of Students for resol ution

(2) Students recommended for recycle will remain in their current
class until the recycle process is conplete. The student and TT nust conti nue
all educational activities until the recycle takes place.

(3) A student may be denied the opportunity to recycle based on
several factors which may include any of the follow ng: |ack of financia
resources; no space in a class matching the student's |earning needs;
inability to change a student's reporting date for the follow on assi gnnment;
or needs of the sponsoring Service or agency. The follow ng guidelines apply:

(a) Arecycle to a new class or |ess than one-week-old class
requires a seat reservation coordinated with the DLI FLC Operations, Plans and
Progranms Directorate and the appropriate Service's quota nanager (e.g.
PERSCOM Li ai son Office for the Arny).

(b) When a student is recycled, the student’s |earning needs and
avail abl e class space will deternine the class he/she enters.

(c) If the nunber of students to be recycled exceeds the nunber of

avail abl e student spaces, priority for recycle will be based on each student’s
acadenic records and probability of success, matched with the needs of the
sponsoring service or agency. |If students fromnore than one service or
agency are involved, the OD will establish the order of priority in
consultation with the Service unit comranders or agency representatives. |If
students of only one service are involved, the commander of those students
will determine the priority for recycle
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(4) A recycle should be considered under any of the follow ng
ci rcumst ances:

(a) A pattern of declining acadeni c performance, even though
m ni rum academ c requirenments are being net.

(b) A pattern of performance that has resulted in, or is
i ndicative of, failure to neet acadenic requirenents.

(c) A series of excused absences fromthe classroomthat have
resulted in substantial mssed instructional hours.

(d) The failure (final grade of “F”) of any of the primary
| anguage courses in the program (FL 101, 102, 110, 201, 202, 210, 301, 302, or
310).

(5) Procedures.

(a) A student mnust receive a mninmum of one probationary period
with at |east 10 acadenic days of tailored instruction before a recycle
recommendati on for academ c grounds nay be made.

(b) Record recycle recommendati ons on DLI FLC Form 838,
Recommendati on for Recycle or Disenrollnment (figure 7.4). The TT will
conplete and forward the formand all supporting docunents to the Departnent
Chai r per son.

(c) The Departnment Chairperson will review the reconmendation for
recycl e and concur or nonconcur. |If the chairperson concurs, he/she wll
forward the reconmendati on package to the OD for recommendati on of approval or
di sapproval. [|f the chairperson does not concur, he/she will return the

package to the teaching teamw th specific guidance on the nost effective
course of action for the student.

(d) The OD will coordinate the package with the Service unit
commander. Service units will respond to the school within three duty days on
all recycle recomendations. |f the commander approves the recomendation,
the OD will conplete DLIFLC Form 716 and notify the student of the deci sion.

If the commander does not approve, the OD will retain the student in the
current |anguage program or proceed with disenroll nment actions.

(e) Any student recycled for acadenic reasons will be placed on
probati on upon reentering an instructional program The recycled student will
remai n on acadenic probation for: Category | and Il |anguages — no | ess than
10 acadeni ¢ days and no nore than 20 acadeni ¢ days; Category IIll and IV

| anguages — no | ess than 20 acadeni ¢ days and no nore than 40 acadeni c days.
These tines are intended to provide guidance to the TT and ensure students
recei ve appropriate assistance and are not subjected to unnecessarily extended
acadeni c j eopardy.
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(f) The gaining teaching teamis equally responsible for the
success of recycled students as for the success of students currently in their
sections. The gaining teaching teamw |l also receive credit for recycled
students who successfully conplete the program For exanple, a section that
begins with eight students, has two students recycled in, and graduates al
ten successfully will have a success rate for that section of 125 percent.

g. Disenrollments. Students nay be disenrolled froman educati ona
program for acadenic or adm nistrative reasons. The OD has the authority to
approve disenrollment for academ c reasons. The OD will coordinate al
acadeni c disenrol |l nent recommendati ons and associ ated packages with Service
unit commanders. Service unit commanders have the authority to approve
di senrol Il ment for administrative reasons. |If the Service unit comrander or OD
of a student being disenrolled proposes to enroll the student in another
program they nmust confer on the advisability of doing so with the OD of the
school that would gain the student. The follow ng di senroll ment procedures

apply:

(1) A student nust nornally receive a mininmm of one probationary
period with at |east 10 academnmi c days of tailored instruction before a
di senrol I nent recomrendati on for acadeni c reasons nmay be nade.

(2) Acadenic Grounds.

(a) The TT will docunent each reconmendati on for academ c
di senrol Il ment on DLIFLC Form 838, Reconmendation for Recycle or Disenrollnment.
This action will be based on a team decision, but any individual within the
student's instructional hierarchy may initiate the witten recomendati on
The TT will forward the recomendati on and all supporting docunentation to the
departnment chairperson. Supporting docunmentation should include, as a
m nimum all counseling, special assistance, probationary and tail ored
i nstruction records (DLIFLC Fornms 852 and 864), grades, and other rel evant
educational records.

(b) The departnment chairperson will review each disenroll nent
package and concur or nonconcur. |If the chairperson concurs, he/she wll
forward the package to the OD no |ater than 0800 the next duty day follow ng
concurrence. |f the chairperson does not concur, he/she will return the
package to the TT with the rationale and recomendati ons for the best course
of action for the affected student.

(c) The OD (in coordination with the service unit commander) will
revi ew each recommendati on forwarded by the departnent chairperson for
di senrollment within three duty days and either

(1) Disapprove the recommendati on and return the package to
the Departnent Chairperson with definitive instructions to provide tailored
i nstruction, continue probation, or start recycle actions, or

(2) Approve the recomrendation, imediately notify (in

writing) the student and service unit comrander of the intended disenroll nent
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action, and informthe student about the appeal process. The student will
contact the service unit for service uni que appeal procedures.

(3) Administrative or Disciplinary G ounds.

(a) When a Service unit decides to disenroll a student for
admi nistrative or disciplinary reasons it will imediately notify the OD
which will prepare the DLIFLC Form 716

(b) Recomendations for adm nistrative or disciplinary reasons
initiated fromw thin the School may conme fromthe TT, chairperson, or OD and
will follow the school’s chain of command through the OD to the Service unit
conmander. The school will not meke reconmendations for disenrollment due to
“lack of effort.” This is a mlitary discipline issue that is the
responsibility of the service unit. Recomendations formerly made under the
headi ng “lack of effort” will be made based on docunented student behavi or
such as failure to conplete assignments, refusal to participate in class
activities, and failure to prepare for class. The Service unit comrander will
revi ew the recomendati on and either

(i) Disapprove the recommendati on and return the package to
the OD with definitive guidance, in which case the Associ ate Provost/Dean of
Students will make the final determination, or,

(ii) Approve the recommendati on and request the OD notify the
student, in writing, of the proposed disenrollnment action and inform him her
of the student appeal process. The Service unit will informthe student of
Servi ce uni que appeal procedures.

(4) Acadenic disenrollnent fromany program wi thout probation may be
considered for special cases or to accommbdate exceptions not covered in this
regul ation. In such cases, the Service unit commander nust concur with the
School for the action to be carried out.

(5) Any student recomended for disenrollnent will remain in his/her
current |anguage programuntil the disenrollment process is conplete. The
student and TT will continue all educational activities.

(6) If the student chooses not to appeal the disenrollnment, the OD
wi |l prepare DLIFLC Form 716 and the student is disenroll ed.

(7) In cases where a student is immediately enrolled in a different
| anguage program annotation is required on the DLIFLC Form 716 used for the
di senrol I nent action. The student’s GPA throughout the second | anguage program
will only reflect grades received during the second program

(8) In cases where a student is not imrediately enrolled in a
di fferent |anguage program only one DLIFLC Form 716 is required at the tine
of disenrollnment. |If a student is later enrolled in a different |anguage
program no change is made on the original DLIFLC Form 716. The Service unit
must initiate a new DLIFLC Form 716 to enroll the student in the new program
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(9) Due to the “needs of the Service,” a service unit may want a
student to remain in class after being disenrolled for academ c reasons. This
request must be agreed upon by the Service Program Manager and the affected

OD, and approved by the Provost’'s Ofice. The student will participate in al
educational activities and take all tests but will not receive a Diplona or
Certificate of Conpletion. The student will only receive a Certificate of

Att endance regardl ess of his/her DLPT scores.
h. Appeal s.

(1) Any student recomended or approved for acadenic disenroll nent has
the right to appeal the action. The student will indicate his/her intent to
appeal within one academi ¢ day of receiving notification of disenrollnment by
endorsenent on the witten notification. The OD will then forward the
di senrol | ment package to the student's Service unit comander within one
acadenic day. Students will be given the opportunity to exam ne the
docunent ati on supporting the disenrollment reconmendati on and submit a
rebuttal statenment, along with any other relevant docunents, challenging the

proposed action. |f the student appeals, witten rebuttal nust be given to
the Service unit commander no |later than three duty days after notification of
intent to appeal. The commnder will assess the disenroll ment package and the

rebuttal; then notify the OD of concurrence or nonconcurrence within five duty
days of the original disenrollnment notification.

(2) Students will remain in their current |anguage programuntil the
appeal process is conplete. The student and TT nmust continue all educationa
activities until the student’s appeal process is conplete.

(3) The OD and Service unit conmander will review all appeal docunents
submtted by the student. |[If, after reviewi ng the student input, the OD and
commander agree that disenrollnent is appropriate, the OD will initiate DLIFLC
Form 716 and the student will be disenrolled. |[|f, after review ng the student
i nput, the OD and commander agree that disenrollment is inappropriate, the
di senrol Il nent process is ternm nated and the student remains in class. In
either case, the OO will notify the student of the decision.

(4) If, after reviewing the student input, the OD and comander cannot
agree on the disenrol |l nent recomendation, they will forward the case to the
Associ ate Provost/Dean of Students for resolution

(5) Any appeal of a disenrollnment for disciplinary reasons nust be
appeal ed directly to the Service unit. The appeal process will be the sanme as
i n paragraphs 1 through 4 above.

i. Acadenic M sconduct.
(1) DLIFLC will not tolerate any form of academ ¢ m sconduct.
Academ ¢ m sconduct includes, but is not limted to, cheating, forgery,

pl agi ari sm fabrication, theft of instructional material or tests, alteration
of grades, or failing to report suspected m sconduct.
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(2) When a student is suspected of academ c misconduct, the TT or any
ot her individual (s) observing the alleged m sconduct will inmediately provide
all available information to the OD

(a) The D will imediately notify the student's Service unit
commander, provide the unit with all available information, and direct the
student to report to the unit.

(b) Acadenic misconduct is a disciplinary issue and is the
responsibility of the service units. The service unit will carry out an
assessnment, inquiry, or investigation (as appropriate), with the ful
cooperation of the school. The Service unit will take appropriate
admi ni strative and/or disciplinary action(s) based on findings. Students
under investigation will remain in class during the investigation.

(3) In cases of confirnmed academ ¢ m sconduct, the student will be
di senrolled from DLI FLC.
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NOTI CE OF CHANGE
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| N STUDENT STATUS

1. Initiating School Cont r ol

Aut hori zed Oficial: Nane

Nurber

Si gnat ure

Dat e

2. Thru 229th M BN (Arny

st udent s)

NTTCD (Navy students)

TO ATFL- DAA- AR

311 TRS (Air Force students)

MCD (Marine Corps students)

3. Student Information

a. Nane

c. Service & Pay Gade

e. Losing d ass

g. Week of Training

i. New d ass/ Team

b. SSN

d. Unit

f. Student Stop Date
h. GPA

j. Student Start Date

4. Acadenic
(ZA) I nadequate Ability

(LA) Turn Back/ Ahead Same Program
(circle) New d ass

(KA) Language Change
New School

6. Medical

(HJ) Medical Hold

5.

Adm ni strative

(zZK) Disciplinary/ LOE

(ZS) Loss of Security O earance

(LZ) Turn Back/ Ahead Same Program

(circle) New d ass

(KZ) Language Change

New School
(HZ) Adninistrative Hold

O her (Mist Specify Code)

7. Early Graduation - Copy nust be forwarded to ATFL- ESM

Oiginal Gaduation Date New G aduation Date

FLO Test Results: Subskills: 1 6.
DLPT Type 2. 7.
DLPT Listen Dat e 3. 8.
DLPT Read Dat e 4 9.
DLPT Speak Dat e 5 10.

8. Remarks (Use Reserve Side if Necessary)

9. FOR SERVICE ADM N USE ONLY

10.

FOR ATFL- DAA- AR USE ONLY

Dat e

Recei ved

Initials
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Recei ved

ATRRS

Copi es Filed

Ret ur ned

DLI FLC Form 716
15 Jan 97

Previ ous editions

are obsol ete

Figure 7.1
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Courses Conprising The Forei gn Language Basi c Program

t he appropriate grade col um

Conpl etion Date | CRS # | Cour ses | *Gade

FL 101 El enentary FL |

FL 102 El enentary FL ||

FL 110 El ementary FL Conversation

FL 120 Introduction to Job Rel ated
Skills in the FL

FL 140 Introduction to FL CQulture

FL 201 Internmediate FL |

FL 202 Internmediate FL |1

FL 210 Internmedi ate FL Conversation

FL 220 Introduction to Mlitary Topics
in the FL

FL 240 H story and Geography of the FL
Regi on

FL 301 Advanced FL |

FL 302 Advanced FL |1

FL 310 Advanced FL Conversation

FL 320 Conprehensive Mlitary Topics in
the FL

FL 340 Area and Intercul tural Studies
within the FL Regi on

* |f a student does not conplete a course once started, a “W will be placed in

8. Remarks (continued)
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DLI FLC Form 716 (Reverse)
15 Jan 97
Figure 7.1
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PERI ODI C ASSESSMENT REPORT

NANME RANK

SERVI CE CLASS #

WEEK # DATE

LI STENI NG CGPA

READI NG CGPA

SPEAKI NG CGPA

CURRENT PERFORMANCE
(Circle)

Exceeds St andards
Meet s St andar ds

Bel ow St andards *

CURRENT PERFORMANCE
(Circle)

Exceeds St andards
Meet s St andar ds

Bel ow St andards *

CURRENT PERFORMANCE
(Circle)

Exceeds St andards
Meet s St andar ds

Bel ow St andards *

ATTI TUDE

Mot i vat ed

Not Mbtivated *

HOVEWORK
Sati sfactory

Unsati sfactory *

NON- ACADEM C
DI STRACTI ONS

Yes *

No

| NSTRUCTOR COMMENTS (Asterisk (*) circled itens require expl anation)

This is ACADEM C FEEDBACK

FORMAL COUNSELI NG (circle)

STUDENT COMMENTS ( Rebutt al

to instructor’s conments)
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TEACHER S| GNATURE/ DATE STUDENT S| GNATURE/ DATE
DLI FLC Form 864 Previous editions are obsol ete
15 Jan 97
Figure 7.2
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RECORD OF SPECI AL ASSI STANCE/ PROBATI ON

NAME: CLASS/ SECTI O\

RANK: SERVI CE: UNIT:

You are being placed on SPECI AL ASSI STANCE PROBATION (circle)

A Acadenic Areas Needing | nprovenent:

B. Tailored Instruction Plan (Qutline):

Nanme & Position of Initiator Si gnature Dat e

C. Condition of Special Assistance/Probation:

Dates: From to

I understand the above Deficiencies, Plan, and/or Assistance/ Probationary Status.
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St udent Signature/Date

Team | eader/ Supervi sor/ Chai r per son Si gnat ure Dat e
DLI FLC Form 852 Previ ous editions are obsol ete
15 Jan 97

Figure 7.3
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RECORD OF TAI LORED | NSTRUCTI ON
St udent : Cl ass/ Secti on:
Dat e Ti me Teacher Notes St udent’s
From To: Initials
Addi ti onal Comments:
Team | eader/ Super vi sor/ Chai r per son Dat e

DLI FLC Form 852 (Reverse)

15 Jan 97
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Figure 7.3
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RECOMVENDATI ON FOR RECYCLE OR DI SENROLLMENT

STUDENT NAME (LAST, FIRST, M DDLE | NITIAL) RANK DATE
CLASS/ SECTI ON SSN
SERVI CE UNI'T

RECOMVENDATI ON

DI SENRCLLMENT:  ACADEM C

DI SENRCLLMVENT:  ADM NI STRATI VE

RECYCLE

OTHER EXPLAI N:

JUSTI FI CATI ON

ENCLOSURES: DLI FLC FORM 864 OTHER (LI ST):

DLI FLC FCORM 852

M N MUM PASSI NG GRADES: LI STENI NG READI NG SPEAKI NG
TT COMMVENTS:
TT REPRESENTATI VE NAME S| GNATURE DATE

TEACH NG TEAM MEMBER COWMMENTS

C CVE NC C QN NC
TEACHER TEACHER
C QNE NC C OVNE NC
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TEACHER TEACHER
C QVE NC C
TEACHER TEACHER

DLI FLC Form 838
15 Jan 97

Previous editions are obsol ete

Figure 7.4
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TEACHI NG TEAM LEADER COMMENTS ( REQUI RED)

CONCUR CONCUR W TH EXCEPTI ON NONCONCUR

NAME S| GNATURE DATE

CHAl RPERSON COMMENTS ( REQUI RED)

CONCUR CONCUR W TH EXCEPTI ON NONCONCUR

NAME S| GNATURE DATE

ADDI TI ONAL REMARKS:
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DLI FLC Form 838 (Reverse) Previous editions are obsol ete
15 Jan 97
Figure 7.4
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CHAPTER 8
GRADUATI ON CRI TERI A

1. Diplomas. DLIFLC Diploms are awarded for successful conpletion of al

requi renents in programs that have a predeterm ned end- of - program proficiency
requirenent. This includes all Basic, Internedi ate and Advanced prograns and
the Defense Threat Reduction Agency (DTRA) program Students who conplete

ot her types of progranms will receive certificates of attendance. To receive a
DLI FLC Di pl oma, the student nust:

a. Pass all DLIFLC | anguage courses with a grade of “D’ or higher (does
not apply to advanced prograns).

(1) Any student who fails (receives a final course grade of “F") a
primary | anguage course (X01l, X02, or X10) should be recommended for recycle
[see Para 7-2f(4)(d)].

(2) Any student who fails (receives a final course grade of “F") a
secondary | anguage course (X20 or X40), and is not recycled, will receive
rendedi al education in the failed course and will be given special projects or
addi ti onal exam nations to raise the grade in the failed course.

b. Maintain a cunulative grade point average (GPA) of 2.0 or higher (on a
4.0 scale) on all DLIFLC | anguage courses.

c. Achieve the following results on the DLPT:

(1) Basic prograns — Level 2 or higher in listening and reading, |eve
1+ or higher in speaking.

(2) Internedi ate prograns — Level 2+ or higher in |listening and
readi ng, |evel 2 or higher in speaking.

(3) Advanced progranms — Level 3 or higher in listening and reading,
| evel 2+ or higher in speaking.

d. The Commandant may wai ve any criteria toward the award of the DLIFLC
Di pl oma. Waivers will be considered on a case-by-case basis.

(1) Request for a waiver for any diploma criteria nust originate with
the applicable service unit.

(2) Waiver request nmust include justification acconpani ed by the
student’s records and any information that substantiates the request.

(3) Waiver request nmust be subnitted to the Commandant no l|ater than
cl ose of business, three duty days prior to graduation

2. Certificates of Conpletion. Certificates of Conpletion are given to al
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students who conplete a program but do not qualify for a Diplona.

3. Certificates of Attendance. Certificates of Attendance are given, upon
request, to any student who conpl etes any portion of a DLIFLC | anguage program
but does not qualify for either a Diploma or Certificate of Conpletion

4. Linguist Certificates.

a. In Basic prograns, DLIFLC certifies the student’s ability level in
the | anguage studied at four |evels: Novice, Basic, Internediate, and
Advanced. Linguist Certificates are awarded based on the DLPT results in the

skills of listening (L), reading (R), and speaking (S).

b. The following are the mnimum requirenents, in terns of proficiency

skill level requirenments, for each |evel of certification
CERTI FI CATE PROFICIENCY LEVEL INL, R, AND S
Advanced 3
I nt ermedi at e 2+
Basi c 2
Novi ce 1+ or bel ow

5. Student Recognition. Each graduating student who exceeds the standards will
be eligible for special recognition. This recognition will be highlighted in
t he graduati on program announced during the graduation cerenony, and will

appear on the Diploma and transcript. To receive these honors, a student nust
nmeet all requirenments for the DLIFLC Di pl ona plus nmeet the following criteria:

a. Basic Program

(1) Honors 2/2/2 with at least 2+ in two skills
(L, R or S
(2) High Honors 2+ 2+ 2+
(3) Hi ghest Honors 2+/2+/2+ with at least 3 in two skills
(L, R or S
b. Internediate and Advanced Prograns. To graduate with distinction in
these prograns, a student nust neet all requirenents for the DLIFLC Di pl oma
pl us exceed the requirenent in at |east one skill area of the DLPT.

6. Early Departures.

a. Any Service or agency that directs a student to depart DLIFLC before
hi s/ her schedul ed graduati on date nust inmediately notify the Acadenic Records
Di vi sion and the school of the student’s new departure date by initiating a
DLI FLC Form 716, Notice of Change in Student Status (figure 7.1).
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b. Any basic | anguage program student directed by his/her sponsoring
Service or agency to depart DLIFLC before the schedul ed graduati on date nay be
awarded a Diploma if the student fulfills the five requirenents bel ow

(DIs in the final semester of his/her |anguage program

(2)Has received a “D’ or higher in all conpleted courses in the
| anguage program

(3)Has a cunul ative GPA of 2.0 or higher on all conpleted courses.

(4) Passes the final examination for each course in the final senester
with a grade of “C’ or higher. (Early departures that pass the final exam wil|
receive a “Pass” for each course instead of a letter grade. This grade will
not affect the student’s GPA.)

(5) Scores 2/2/1+ or higher on the DLPT.
c. Any student who must |eave in the final senester and is unable to
conpl ete the graduation requirenments for any course will receive a “Mlitary

Wt hdrawal (MN” on the official transcript for all final senester courses not
conpl et ed.

d. Any basic | anguage program student accel erated through the first
senmester by the school may be awarded a Diploma if the student:

(1)Has received a “D’" or higher in all conpleted courses in the
| anguage program

(2)Has a cunul ative GPA of 2.0 or higher on all conpleted courses.

(3) Passes the final examination for each course in the first senester
with a grade of “C’ or higher. (Accelerated students that pass the final exam
will receive a “Pass” for each course instead of a letter grade. This grade
will not affect the student’s GPA.)

(4)Scores 2/2/1+ or higher on the DLPT.

e. Any student withdrawn from a | anguage program prior to conpleting

the second senester will not receive a DLIFLC Di pl oma or Certificate of
Conpl etion. The student will receive a Certificate of Attendance and the
transcript will reflect all conpleted courses.

(1) The student who nust | eave before conpletion of the second senester
may el ect to take the final examination for any or all second senester courses
with the approval of the school dean.

(2) The student will receive a “pass” grade for each course in which the
final examis passed and a “MW for all other courses.
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f. Each OD will attenpt to make all adjustnments necessary to
the education and testing schedules to enable every student to conplete
requi renents and receive di pl onas.

g. School Deans will verify that each student has successfully nmet al
acadenic requirenents to receive the DLIFLC Di plona or Certificate of
Conpl eti on.

7. Responsibilities.
a. Service unit commanders.

(1) Provide the appropriate school with the necessary docunentation to
conplete the DLIFLC Form 716, Change in Student Status, for any student who
nmust depart before conpleting the regularly schedul ed program

(2) Notify Academ c Records Division of any military personne
considered ineligible for graduati on due to nonconpliance with respective
Servi ce unique regul ations. Acadenic Records Division nust receive
notification not |ater than four days before the schedul ed graduation date.

b. ODs. Provide Acadeni ¢ Records Division wth:

(1) Grades for all courses conpleted as soon as possible, but not
| ater than 1300, 7 duty days before graduation

(2) Change-of-status docunentation (normally DLIFLC Form 716) for
students who depart before the end of the program

(3) Updated class rosters prior to the graduation pre-brief, at |east
10 duty days prior to graduation.

c. Evaluation and Standardization (ES) Directorate (Testing Managenent
Di vi si on).

(1) Coordinate delivery of all DLPT results with the Academ ¢ Records
Di vi sion as soon as they become avail able, but not |ater than 1300 hours, five
duty days before the graduati on cerenony.

(2) Provide certification of DLPT Il or IV test results, at the
graduate’s request, under the “Credit by Exani provisions of the npbst recent
“GQuide to the Evaluation of Educational Experience in the Arned Services”.

(3) Coordinate oral testing with the DLI FLC Washi ngton O fice
d. Academ c Records Division:
(1) Provide a ninety day projected schedul e of graduations to schools,

units, and staff elenments by menorandum one nonth prior to the end of each
quarter.

8-4



DLI FLC Regul ation 350-1

(2) Provide finalized class rosters of all students scheduled to
graduate to ES not | ater than six weeks before graduation.

(3) Provide schools, units, and staff elenents a nonthly schedul e of
graduati ons one week prior to the end of each nonth.

(4) Provide class rosters of all graduating students to the
appropriate class |leaders for verification not later than thirty days before
graduati on.

(5) Deternmine the appropriate |evels and types of docunents for
program conpl eti on and awards in coordination with ES, and prepare them for
presentation to eligible students.

(6) Prepare and nmaintain a record of student transcripts based on
approved credit criteria.

e. Director, DLIFLC Washington O fice. The follow ng pertains to
students educated through the Washi ngton O fice.

(1) Issue appropriate docunents to students who conpl ete | anguage
progranms under the office’ s purview

(2) Provide Academ ¢ Records Division with updates on student data
pertaining to program conpl etion and DLPT or equival ent scores to be used for
statistical, historical, and student transcript purposes.

(3) Coordinate requirenents for oral proficiency testing with ES.
8. Post DLPT Education Program

a. |In certain cases, the school and Service unit may agree that a student
who did not neet service requirenments for followon training could neet the
requi renents with additional instruction after his/her class has graduated.

In these cases, the student will graduate with his/her class (if al
graduation criteria in this chapter are nmet), remain at DLIFLC for post DLPT
education, and be placed in a Special Cl ass (Code 41). The follow ng nust be
consi dered in each case:

(1) The Service requirenments can accommodate the additional tinme the
student nust spend at DLIFLC for this instruction

(2) The school has the resources available to acconplish the
addi ti onal instruction.

(3) Both the school and Service unit nmust agree that the probability

of success for the student is high with the additional instruction. |If either
party di sagrees, the student will not be placed into a post-DLPT enhancenent
program

b. The Service unit and school will work together to deternine the
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speci fic | earning objectives necessary for each student to achieve the
proficiency requirenents. As the objectives are devel oped, all parties nust
keep in mind that ESis only authorized to readm nister a DLPT after a
“speci al educational event” has been acconplished.

c. The teaching teamw || determ ne how much additional time is needed for
the student to achieve the | earning objectives of the service and develop a
tail ored program of study focusing on the |earning areas necessary to neet the
service's needs.

d. When the programis conplete, the service unit will submit a request to
ES for the student to be tested only on the specific |earning objectives
agreed upon by the school and service unit.

e. |f the student retakes any part of the DLPT, his/her new score nmay be
used to nmeet the graduation criteria outlined in this chapter and he/she will
receive a DLIFLC Diploma if all other criteria have been net. The |atest DLPT
scores will be reported to the gaining unit.

f. Upon notification that a student has been placed into a Specia
Training Class (41), OPP will notify the Academ c Records Division of this
action. The following information is required:

(1) Cass nunber

(2) Start date

(3) Conpletion date

(4) Nurmber of weeks

(5) Schedul ed nunmber of seats
(6) Schoo

(7) Student nane

(8) Student SSAN

(9) Service unit

g. The school will provide the Acadeni c Records Division a course
conpl eti on grade five working days prior to course conpletion. Once al
requi renents have been net, Acadenmic Records will provide a Certificate of

Attendance and the appropriate Linguist Certificate to the student.
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CHAPTER 9

GRADUATI ONS

1. Schools will conduct a suitable graduation cerenpony for all students
successfully conmpleting a resident |anguage program

2. Uniform Requirements. The uniformfor mlitary faculty, staff, and
students participating in the graduation cerenony is:

Arny: Class A

Marine Corps: Service Dress A (Dress Blues Optional)

Navy: Service Dress Blues (Wnter); Service Dress Wiites E-6 and bel ow,
Summer Whites E-7 and above (Summer)

Air Force: Service Dress

Civilians: Coat and Tie or equival ent

3. Responsibilities.
a. Chief, Academ c Records Division
(1) Certify each student's eligibility for graduation

(2) Prepare and nmeke avail able all awards, diplomas, certificates of
conpletion, certificates of attendance, linguist certificates, and transcripts
at | east one duty day before the graduation cerenpny.

(3) Publish a "Projected Schedul e of Graduati ons"” once a quarter
deconflicting all Basic, Internediate, and Advanced program graduati ons.

b. O fice of the Dean.

(1) Notify the Academ c Records Division of the graduati on schedul e at
| east 30 days before graduation

(2) Submit conpleted DLIFLC Form 106, Recommendation for Award (figure
10. 1) for each student eligible for an award, to the Acadeni c Records
Di vision, at |east 10 duty days before each graduati on. Forward a copy of each
DLI FLC Form 106 to the appropriate service unit. DLIFLC Forns 106 will
i nclude a cover menorandum i ndi cating each student by name, rank, class, and
graduati on date.

(3) Submit third semester grades to the Acadenmi c Records Division NLT
1200 hours, five duty days before graduation

(4) Designate an individual as POC with outside agencies for
coordinating all matters relating to graduati on cerenonies.
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(5) Prepare the graduation program highlighting each student who
qualifies for an honor.

(6) Coordinate setup, execution and recovery operations of al
graduati on cerenoni es. Cerenonies will be coordinated with other schools to
avoid time and | ocation conflicts.

(7) Each graduation cerenopny nust include the follow ng: the Nationa
Ant hem introduction of VIPs individually (Commandant, Assistant Conmandant,
Garri son Conmander, Provost, DLIFLC Command Sergeant Mjor, any Flag
of ficers); introduction of service unit commanders and senior enlisted
personnel as a group; guest speaker presentation; student speaker(s)
presentation; and presentation of diplomas, certificates and awards.

c. Service Units and Conpanies of the 229th M Battalion

(1) Ensure students do not have out-processi ng appoi ntnments,
househol d goods pick-ups, or unit requirenents that would preclude them from
attendi ng the graduati on cerenony or graduation-related activities.

(2) Ensure that DLIFLC Forns 106, Section Il are conpleted and
forwarded to the MLIMO at | east 5 duty days prior to graduation.

d. School Graduation PCC.

(1) Pick up class rosters fromthe Acadenm ¢ Records Division at
| east three weeks before the schedul ed graduati on.

(a) Ensure each student writes his or her current rank on the
roster and initials the roster, verifying his/her name is correct.

(b) Return conpleted class rosters to the Acadeni c Records
Di vision at |east nine duty days before graduation.

(2) Coordinate, organize, and arrange graduation cerenoni es as
directed by the Dean.

(3) Ensure staff, faculty, and graduating students are aware of
all responsibilities as participants in graduation cerenonies.

(4) As required by the Dean, conduct a pre-briefing attended by al
graduating class | eaders before the cerenony. Recommended pre-graduation
briefing topics include: sequence of events, seating arrangements, awards
presentation instructions, and uniform requirenents.

e. Public Affairs Ofice. Support the Academnmi ¢ Records Division and
School Deans, as required, to distribute |ocal and honetown news rel eases for
all graduations.

f. Chief, ES Test Managenent Di vi sion.
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(1) Coordinate with each OD to ensure all testing requirenents are
conplete NLT 1100 hours five duty days before graduati on.

(2) Provide all test results to the Academ ¢ Records Division as soon
as possible, but NLT 1100 hours five duty days before graduati on.

g. Audio-Visual Managenment O fice. Provide photographic and audio
support, as requested, for all graduations.
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CHAPTER 10

ACADEM C AWARDS

1. The acadeni c awards program applies to students in resident |anguage
programs conducted at DLIFLC. Awards will be presented to students
denonstrating academni c excell ence (defined by nmeeting or exceeding al
publ i shed DLI FLC standards on the DLPT), consistently high interest in foreign
| anguage study, the highest standards of military/civil professionalism and
contributions to the local mlitary/civilian community. The Acadeni c Awards
Board is encouraged to distribute academi c awards to as many eligible students
as possible. There is no restriction on the nunber of awards any individua
student can receive. Early graduates are eligible for awards.
Recommendations for early graduates will be submitted at the tine of the
student’s departure, but he/she will be considered with the other nom nees
when the class graduates. The Academi c Records Division will arrange for
delivery of the award.
2. Responsibilities.
a. Associate Provost/Dean of Students (AP) is:
(1) Responsible for the awards program
(2) Final approval authority for all awards.
b. M. Managenent O fice (MIMD) nust:
(1) Convene an acadeni c awards board before every graduation
(2) Forward board results to AP for final approval.
(3) Forward approved names to Academ ¢ Records Division
c. Academ c Records Division will:

(1) Forward DLIFLC Forms 106, Recommendation for Academ c Award
(figure 10.1), and final student GPAs to the MI MO

(2) Prepare awards for presentation.
d ODwll:

(1) Conplete and forward DLI FLC Forms 106 to Acadeni ¢ Records Division
and Service units.

(2) Forward final grades to Acadenic Records Division

(3) Publish names of award wi nners in graduation progranms (Optional).
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e. Service unit commanders will:

(1) Provide a senior enlisted representative to participate on each
Academ ¢ Awar ds Board.

(2) Conplete and forward DLI FLC Fornms 106 to the M.I MO

f. ES Test Managenent Division will provide DLPT results to the M.I MO
upon request.

3. Procedures.

a. ODwll ensure DLIFLC Fornms 106 are conplete for each eligible student
and forward a copy to the Academ ¢ Records Division and applicable service
unit at |least ten duty days before graduation.

b. Academ c Records Division will forward copies of all DLIFLC Forns 106
to the MLIMO at |east five duty days before graduation.

c. Service unit commanders will ensure DLIFLC Fornms 106 are conpl eted and
forwarded to the M.I MO at | east one duty day before the Board neets.

d. Acadenic Records Division will forward final student GPAs to the M.I MO
at | east one duty day before the Board neets.

e. ES Test Managenent Division will forward DLPT results to the M.I MO at
| east one week before graduation.

f. Service unit senior enlisted representatives will neet with the M.I MO
to conduct an Academ ¢ Awards Board on the Friday before each graduation.

g. The MLIMOwi Il forward a nmenorandum signhed by the AP to the Academic
Records Division with the nanes of all award winners i mediately after the
Board neets.

h. ODwll request the nanes of the award winners fromthe Acadenic
Records Divi sion.

4. Precedence and Criteria. Following is a list of end-of-program awards and
corresponding criteria. The Board will determ ne the recipients of all awards
(except Donor/Faculty Book Awards) for all graduations.

a. COMVANDANT' S AWARD. Presented at all graduation cerenpnies. Wen a
decentral i zed graduati on cerenony occurs involving nore than one School, only
one Commandant’s Award per | anguage category will be presented.

(1) Eligibility: Mlitary (U S. or international) or Federal civilian
graduate of a Basic (01) program
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(2) MnimmFinal GPA: 3.7 OR DLPT scores that qualify the student to
graduate with “Honors.” (See Chapter 8, Paragraph 5)

(3) Selection Criteria: Language proficiency, consistently high
interest in foreign | anguage study, and strong |eadership contributions within
the mlitary unit, academ c classroom and |ocal comrunity.

b. PROVOST'S AWARD. Presented at all graduation cerenmponies. Wen a
decentral i zed graduati on cerenony occurs involving nore than one School, only
one Provost’s Award per | anguage category will be presented.

(1) Eligibility: Mlitary (U S. or international) or Federal civilian
graduate of a Basic (01) program

(2) Mninmm Final GPA: Student nust be in the top five percent of the
cl ass AND obtain DLPT scores that qualify the student to graduate with
“Honors.”

c. MAXWELL D. TAYLOR AWARD. Presented during the |argest graduation
cerenony each nmonth. Only one award is presented regardl ess of the nunber of
students and | anguage categori es.

(1) Eligibility: Mlitary nmenber fromany service in the pay grade of
E-4 and bel ow graduating froma Basic (01) program

(2) MnimmFinal GPA: 3.7 OR DLPT scores that qualify the student to
graduate with “Honors.”

(3) Selection Criteria: Academ c achievement and nmilitary perfornmance.
The award was established with the concurrence of General Maxwell|l D. Tayl or
General Taylor was never a student at DLIFLC, but was considered the |eading
mlitary linguist in the country. Therefore, the linguist selected nust
epitoni ze the highest ideals of the soldier/sailor/airman/Mrine |inguist.

d. MARTIN J. KELLOGG AWARD. Presented during the | argest graduation
cerenony each nmonth. Only one award is presented regardl ess of the nunber of
students and | anguage categori es.

(1) Eligibility: Mlitary (U S. or international) or Federal civilian
graduate of a Basic (01) program

(2) MnimmFinal GPA: 3.7 OR DLPT scores that qualify the student to
graduate with “Honors.”

(3) Selection Criteria: Hi gh acadenic achi evenent in | anguage
education and docunented dedi cated efforts toward gai ning a deeper
under st andi ng of the applicable foreign culture.

e. THE ASSOCI ATI ON OF THE UNI TED STATES ARMY ( AUSA) GENERAL “VI NEGAR JCE”
STI LMELL AWARD. Presented during the |argest graduation cerenony each nonth.
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(1) Eligibility: US. mlitary graduate of a Basic (01) program

(2) MnimmFinal GPA: 3.7 OR DLPT scores that qualify the student to
graduate with “Honors.”

(3) Selection Criteria: Academ c achi evenment, achievenent in
under st andi ng of a foreign | anguage, and a strong conmm tment to uphol di ng
mlitary val ues.

f. THE COVMAND SERGEANT MAJOR' S AWARD. Presented during the |argest
graduati on cerenmony each nonth. Only one award is presented regardless of the
nunber of students and | anguage categories.

(1) Eligibility: Mlitary nmenber fromany service in the pay grade of
E5, E6, or E7 graduating froma basic (01) program

(2) MninmmFinal GPA: 3.7 OR DLPT scores that qualify the student to
graduate with “Honors.” (See Chapter 8, Paragraph 5)

(3) Selection Criteria: Academ c achievenment and nmilitary perfornmance.
The graduate selected for this award nust epitonize high NCJO PO ideal s and
val ues, and display strong | eadership contributions within the academ c
classroom the mlitary unit, and the | ocal comunity.

g. CERTIFI CATES OF ACHI EVEMENT. Presented at all graduati on cerenonies.

(1) Eligibility: Gaduates who are fam |y nenbers of military or
federal civilian students; Mlitary (U S. or international) and Federa
civilian graduates of all prograns (except Basic (01)) for which pre-
deternmi ned end- of - program proficiency requirenents have been established; and
civilian students graduating Basic (01) prograns.

(2) MnimmFinal GPA: 3.7 OR DLPT scores that qualify the student to
graduate with “Honors.” (See Chapter 8, Paragraph 5)

h. DONOR/ FACULTY BOOK AWARDS. Presented by the faculty of each school
For centralized graduation cerempnies, presentation will be nmade before the
cerenony. The names of the recipients will be printed in the program and
announced during the cerenony. For decentralized graduations, the School Dean
wi |l determ ne presentation procedures by the School faculty. Each individua
school will establish the criteria for these awards.
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RECOMVENDATI ON FOR ACADEM C AWARD

TO  ATFL- DAA- AR THRU: FROM
RANK/ NAME (LAST, FIRST, M) SSN SERVI CE
CLASS NGO PROQJECTED GRADE AVG DLPT (L/IR'S):

FI NAL GRADE AVG

SECTION | - LANGUAGE DEPARTMENT EVALUATI ON ( SPECI FY ACHI EVEMENTS OR

CONTRI BUTI ONS THE STUDENT MADE ElI THER ACADEM CALLY AND/ OR DURI NG OUT OF CLASS
ACTIVITIES. EXAMPLES | NCLUDE: VOLUNTEER TUTOR, LANGUAGE DAY PARTI CI PANT,
EXCEPTI ONAL LAB WORK PERFORMANCE, ETC...)

SECTION Il - UNIT COMWANDER EVALUATI ON ( SPECI FY ACHI EVEMENTS OR

CONTRI BUTI ONS THE STUDENT HAS MADE W THIN THE UNI T AND/ OR COMMUNI TY.
EXAMPLES | NCLUDE COLOR GUARD AT ARMY BI RTHDAY BALL, SPECI AL OLYMPICS, BIG
BROTHER PROCRAM ETC. . .)

DEPARTMENT CHAI RPERSON ( NAME/ EXT.) UNI T COMVANDER ( NAME/ EXT.)

SI GNATURE DATE SI GNATURE DATE
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DLI FLC FORM 106 Previous editions are obsol ete
15 Jan 97
Figure 10.1
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CHAPTER 11

TRANSCRI PTS

1. This Chapter applies to everyone who attends a DLIFLC resident foreign

| anguage program at DLIFLC and its satellite |locations. It also applies to
requests for transcripts of academ c work conpleted through DLIFLC contract
adm ni stered by the DLIFLC Washi ngton Office.

2. Grades on transcripts.

a. To conply with standard academ c practices, DLIFLC transcripts will
i nclude an overall grade point average (GPA).

b. Wen conputing a GPA, each grade is weighted according to the nunber
of senester hours assigned to the course for which the grade was assi gnhed.

3. Al transcripts will be annotated with any academ c recognition a student
earns in accordance with the graduation criteria in Chapter 8 of this
regul ati on.

4. Responsibilities and procedures

a. Individuals requesting transcripts will either conplete a DLIFLC Form
220, Request for Official Transcript of Academi c Record, or wite a letter
with all relevant information and forward to:

Conmandant

Def ense Language I nstitute Foreign Language Center and
Presi di o of Monterey

Attn: Academ c Records Division (Transcripts)

Presi di o of Monterey, CA 93944-5006

b. The Acadenic Records Division wll:

(1) Respond to all requests within 10 working days of receipt | AW Army
Regul ation 621-5, Arny Continuing Educati on System (ACES).

(2) Use the DLIFLC "Oficial Transcript" format for any student
graduating froma DLI FLC resident program using the follow ng system for
credit assignment:

(a) The DLIFLC senmester credit systemw |l be used on al
transcripts for any student entering a Basic (01) program after 30 Septenber
1990 and for any student entering an Internediate program (06) after 16
January 1998.

(b) The Anerican Council on Education (ACE) semester-credit

11-1



DLI FLC Regul ation 350-1

recommendation will be used on all transcripts for any student entering a
Basic (01) program before 1 October 1990 and on all transcripts for any other
DLI FLC program eval uated by ACE

(3) Use the transcript for contract |anguage prograns for those
students receiving DLIFLC contract | anguage educati on admi nistered by the
DLI FLC Washi ngton Office. The foll owi ng systemfor credit assignment will be
used on the transcript for contract |anguage prograns:

(a) For contract |anguage prograns conducted by the Foreign
Service Institute (FSI) between January 1959 and Decenber 1986 and eval uat ed
by ACE, transcripts will provide the ACE credit reconmmendati on.

(b) For all contract |anguage prograns not eval uated by ACE,
there will not be a direct credit recommendati on on the transcript. The
transcript will provide a statenent stating that prograns of similar |ength
and like difficulty taught by resident DLIFLC faculty during that tine period
are recommended for “X’ semester hours of credit.

(4) Provide a grade and nunber of senester hours on transcripts for
each course the student has conpl et ed.

(5) Ensure all transcripts reflect the grading, graduation, and credit
recommendation policies in effect at the tinme the student entered a program of
instruction at the DLIFLC.

5. Records of student DLPT scores and the issuing of DLPT Score Reports for

credit award purposes through a separate ACE "credit by exam' programis the
responsibility of the Directorate of Evaluation and Standardization
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CHAPTER 12

STUDENT LEADER ROLES AND RESPONSI BI LI TI ES

1. Anmlitary student |eader structure is established to nonitor student
activities during the academi c duty day. Mlitary class and section |eaders
are appointed in witing by the AD. Each section/class |eader will assist
faculty nmenbers in maintaining proper classroomdiscipline and is responsible
for the behavi or and appearance of students in his/her section/class. The
student | eader also serves as a spokesperson for all students and as a point
of contact for mlitary and academ c authorities.

2. Appointnent. The senior U S. mlitary student in each section/class is
appoi nted as section/class |leader. Any student in the grade of O-6 and above
may del egate this authority. Each |eader will designate an alternate, in
witing, establishing a chain of succession based on nmilitary seniority to
ensure the next senior menber will automatically assume this duty when the
section/class | eader is absent. Any necessary reappoi ntnent is acconplished
inwiting by the AD. A roster is established and posted by the OD to include
all student |eaders. This roster is posted in a conspicuous place in the
school and updated when necessary. Each student |eader receives guidance from
and refers questions concerning student accountability, mlitary discipline,
courtesy, appearance, and norale to the CM.I or AD.

3. Chain of command. Student |eaders formthe student chain of command
wi t hin each school. Each is responsible for all students in his/her class
regardl ess of Service. He/she is directly responsible to the appropriate
CMLI/AD on mlitary and academic related matters during the academ c day.
Each student |eader will assist all faculty nenbers in maintaining classroom
di sci pline; however, the teacher is always in charge of the classroomand is
ultimately responsible for everything that takes place in class. MIls occupy
key positions within each departnent and may becone invol ved, when
appropriate, before any situation is brought to the attention of the CM.I/AD.

a. The AD is responsible for the student |eaders and will:
(1) Conduct neetings when necessary with class and/or section |eaders.
Student | eaders shoul d address students’ concerns and receive gui dance from

the AD during these meetings.

(2) Counsel each student |eader periodically on his/her performnce,
provi di ng gui dance on the roles and responsibilities of the position

(3) Provide | eadership performance input on each student |eader to the
appropriate Service commander when requested.

b. The student |eader addresses acadenic matters directly to the TT team

| eader. If unresolved, the student |eader goes directly to the Departnent
Chair, CM.I, AD, or Dean as appropriate. The student |eader may seek
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assistance fromthe appropriate service unit if the issue is not revolved at

the school. |If the service unit and school, working together, are unable to

resolve the issue, either organization nmay seek a solution fromthe Associate
Provost/ Dean of Students or the Conmand Group.

c. The student | eader addresses non-acadeni c concerns, particularly those
related to discipline, bearing, appearance or behavior, involving classnates
that he/she cannot resolve directly to the M.I, CM.I, or AD. TTs will be

i nvol ved as the CM.I and AD work to resolve the matter. |If not resolved at
the school, the student |eader may take the issue to the appropriate service
unit. |If acted upon by the service unit, the service unit nust provide

feedback to the student | eader and the school describing the action taken.

d. Each teacher is responsible for effective performance and di scipline
in the classroom Student |eaders can assist faculty nmenmbers by di scussing
concerns of classmates with the teacher

4. Counseling. The student |eader will assist his/her students with

recei ving counseling or other assistance when needed. Student |eaders and
section | eaders are also authorized to counsel students for unacceptable
behavior or failure to conplete assignnents. The student |leader will inform
every student in his/her respective section/class that academ ¢ m sconduct at
DLIFLC is not tolerated. Academni c m sconduct violates DLIFLC policy and may
also be a violation of the Uniform Code of MIlitary Justice (UCM]). Any
student suspected of acadenmi ¢ mi sconduct is reported i mediately to the
Depart ment Chairperson.

5. Each student | eader has the responsibility to enforce mlitary appearance
and groom ng standards. Each nilitary student is required to present a neat
mlitary appearance. Al unifornms are worn | AW appropriate Service

regul ations/directives. The student |eader will counsel students who appear
sloppy inuniform Al mlitary students wear unifornms while attending class
and taking end of program FLO tests. Wen civilian attire is approved for
out-of -cl ass educational activities, and the event is not an all-day event,
uni forms are worn before and after the event.

6. Teachers are in charge of the classroomand are to be treated with respect
at all tinmes. Each student |eader assists the teacher in maintaining proper
student conduct at all tinmes. |If a disciplinary problem occurs during class,
it must be corrected on the spot if directed by the teacher. |If the
infraction is serious or persists, and the conmbined efforts of the teacher and
student |eader fail to correct the situation, the problemw || be forwarded to
the attention of the CMLI/AD. |If the infraction is deened to be serious
enough, the AD will notify the appropriate Service unit comrander.

a. The student |eader has the responsibility to report all unresol ved
di sci plinary problens to the CM.I/AD.

b. The teacher has the responsibility to report all serious disciplinary
probl enms to the Departnment Chairperson.

12-2



DLI FLC Regul ation 350-1

7. Each student | eader has the responsibility to enforce classroomrules
i ncluding the follow ng:

a. Classified information nust not be discussed at any tine.

b. Newspapers, mmgazines, and other printed materials, except those used
for instruction, will not be read during class or |aboratory hours. These
materials will be placed out of sight during class hours.

c. Videocassettes, recorders, conmputers, and TV sets will be used for
i nstructional purposes only. Students will not tamper with electronic
equi pnment. Equi pment requiring repair or adjustnment will be reported to the
teacher and/or the school admn NCO by the student |eader

d. Applicable Institute and Service snmoking policies will be enforced. A
copy of the policy can be obtained fromeach school’s adm n NCO

e. Food and beverages may be consuned in the classroom during |unch and
aut hori zed break periods only. Student |eaders will ensure this privilege is
not abused and that nesses are cleaned up i Mmediately. No food or beverages
are allowed in the |abs at any tine.

f. No electrical appliances |ike coffeepots or hot plates are to be used
in the classroomwi thout express witten approval of the OD.

g. The fraternization policy nust be conplied with and enforced by al
student | eaders. Each student |eader nust report any inproper relationships
to the OD i mediately. A copy of the policy is available in the office of the
School adm n NCO

8. Absence Accountability Report. Each student |eader reports the absence,
late arrival, or early departure fromclass of any student on DLI FLC Form 812
Daily Student Absence Report (figure 4.2). This form nmust be |egible,
conpletely filled out, and turned in at a point designated by the CM.I. Each
student | eader must ensure that each student in his/her section/class is
thoroughly familiar with the absence policy outlined in Chapter 4.

9. Teacher Absences. |If the teacher does not arrive within five mnutes of
the schedul ed start of class, the student |eader reports to the team | eader or
departnment chairperson inmediately. |f neither of these individuals can be
found, the student |eader reports to the CMLI/AD to receive the necessary

gui dance. If a teacher is habitually absent or tardy, the student |eader
shoul d report this to the Departnment Chairperson and CM.I/ AD.

10. CQut-of-class educational activities. TTs are responsible for scheduling
and pl anning out-of-class activities based on the guidelines in Chapter 4 of
this regulation. Student |eaders are often asked to assist the faculty in

pl anni ng these activities.

11. School Mai ntenance.
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a. Student |eaders ensure the acadenmic area is policed at the cl ose of
each academ ¢ day | AW standards set by each school

b. The school admin NCO will brief each student |eader on his/her
responsibilities to keep the classroom clean and functional. |f any
equi pnent, facilities, or furniture is not satisfactory, the student |eader
will notify the School adnmi n NCO as soon as possible.

12. Student Parking. Student parking is extrenely limted on the POM The
only areas available for student parking are the “open” unmarked areas in the
parking |l ots. Each student |eader will survey the parking |ots/areas adjacent
to his/her school periodically and inform students where they nay and may not
park. Mbst areas have designated parking for faculty and staff and signs are
posted at parking |lot entrances and/or on the street if applicable.
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CHAPTER 13

STUDENT FEEDBACK

1. DLIFLC will obtain feedback from students during | anguage prograns, at the
concl usi on of | anguage progranms, and during follow on assignnents. Feedback
used effectively, enables the Institute to inprove teaching, curricula,
testing, support, and quality of life for students and teachers. As a

m ni mum DLIFLC will seek feedback on a routine basis as outlined in this
chapter.

2. Types of Feedback

a. Interim Student Feedback (ISF). Using forns and procedures established
in each school, the OD provides each student the opportunity to give feedback
on all aspects of the | anguage program The OD will use appropriate feedback
to inprove internal issues and coordinate with the appropriate agencies or
i ndi vidual s on external issues. All students should participate in the
process.

b. Sensing Sessions. In a neeting format, the OD gives each class the
opportunity to comment on positive and negative aspects of the |anguage
program The information is passed i Mmediately to the teaching teans. Al
students must attend schedul ed sensing sessions and are strongly encouraged to
participate in the process.

c. Student Leader Meetings. 1In a neeting format, the OD and student
| eaders exchange information on student managenent and admi nistrative issues.

d. Interim Student Questionnaire (1SQ. Using an electronic format, ES
provi des all DLIFLC resident students the opportunity to give feedback to the
Institute, garrison, and service units. Students give their opinions about
educational prograns, teachers, quality of life, and any other subject the
student chooses to coment about. The 1SQis given to students in al
Category 3 and 4 | anguage prograns with predeterm ned | evels of success (e.g.
Basi ¢ prograns).

e. End of Program Student Questionnaire (ESQ. The ESQ addresses the
same questions as the 1SQ fromthe perspective of the student who has
conpleted the program The ESQis required for all students at the conpletion
of all Ianguage programs with predeterm ned | evels of success (e.g., Basic
programs). The ESQ is also required for any student who is attrited froma
program that would require an ESQ upon conpletion. ES may waive this
requi renment for any student who cannot be schedul ed due to early departure or
nonavail ability of |aboratory tine.

f. Feedforward — Feedback System

(1) Cryptologic Language Skills Assessnents (CLSA). As part of
the DLI FLC Feedf orward — Feedback system the Institute works with the
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Goodfel | ow Technical Center (GIC) to obtain feedback from Advanced | ndi vi dua
Training (AIT) instructors upon conpletion of Cryptologic AT by graduates of
DLI FLC | anguage progranms. This feedback is designed to provide DLIFLC with
the GIC instructors’ assessnent of how well prepared DLI FLC graduates are for
foll ow on training.

(2) Cryptol ogi c Advanced | ndividual Training Survey (CAITS). As
part of the DLI FLC Feedf orward — Feedback system the Institute works with the
GIC to obtain feedback from DLI FLC graduat es upon conpl eti on of the
Cryptologic AIT. This feedback is designed to provide DLIFLC with the DLIFLC
graduates’ assessnment of how well prepared they were for follow on training.

3. Timng of Feedback

a. Mnthly. Each school conducts student |eader neetings at | east
nmont hl y.

b. End of Senester 1. Each school conducts an | SF or sensing session for
each | anguage program at the end of the first senmester or upon conpletion of
one-third of the program

c. End of Senmester 2. For category 1 and 2 | anguages, each schoo
conducts an | SF or a sensing session for each |anguage program at the end of
the second senester or upon conpletion of two-thirds of the program For
category 3 and 4 | anguages, ES conducts |1SQ at the end of the second senester

d. Program Conpletion. ES conducts ESQ foll owing the conpletion of al
| anguage prograns. The ESQ should be given to each student after the program
is conplete and before the graduation cerenony.

e. Conpletion of Cryptologic AIT. Each DLIFLC graduate conpletes the
CAI TS and each AIT instructor conpletes the CLSA

4. Responsibilities.
a. School s.

(1) Devel op, schedul e, conduct, and respond when necessary to student
| eader neetings, sensing sessions, and | SF

(2) Coordinate with ES to schedule all students for |SQ and ESQ

(3) Ensure all students report to the specified location for the |SQ
b. ES

(1) Devel op, schedul e, and conduct |SQ and ESQ

(2) Coordinate with the service units, upon service unit requests, to

deternm ne which students may require waivers fromthe ESQ due to early
departure or other military conmtnents.
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(3) Include by-service ESQ attendance rates to the Conmand Group as part
of periodic ESQ reports.

(4) Enable GIC and other field units, either directly or through OPP, to
admi ni ster surveys to DLIFLC graduates and return conpleted surveys to ES.

(5) Per Command Group gui dance, provide data collected fromlSQ ESQ

and ot her sources to the Provost organization, Institute Conmand Group, and
appropriate Garrison organi zations.

c. Service Units.

(1) Ensure all students report to the designhated |ocation at the
designated tine to conplete the ESQ

(2) Report to ES the nanmes of any student who requires rescheduling of,
or waiver from the ESQ as soon as possible.
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CHAPTER 14

EXCEPTI ONS, SUPPLEMENTS AND SUMVARY OF CHANGES

1. Exceptions. The Associate Provost/Dean of Students (in coordination with
ot her organi zati ons as necessary) is the approval authority for all exceptions
to policy outlined in this regulation.

2. Supplenments. DLIFLC organizations may supplenent this regulation with
supportive policies and procedures. Supplenments may not be used to circunvent
the intent of the basic guidance provided in this regulation. Proposed

suppl enents nust be coordinated with the Associ ate Provost/Dean of Students
for approval.

3. The following DLIFLC regul ati ons and nenps are obsolete as they were
superseded by a previous version of this regulation dated 15 Jan 97:

Meno 350-10, Academ ¢ Breaks and Ot her Training Days, 1 Dec 88
Reg 351-4, Student Academic Status, 16 May 94

Reg 351-5, Qut-of-class Training Activities, 20 Dec 93

Reg 351-9, School s/Formal Gaduations, 1 Aug 95

Reg 351-10, Grading 15 Aug 95

Reg 351-11-1, Awarding of Diplomas and Linguist Certification, 1 Jul 93
Reg 351-11-2, Student Academni ¢ Awards Program 1 Dec 92

Menmo 351-13, Transcripts, 1 Jul 95

Reg 616-1, Handbook for Student Leaders, 15 Nov 90

Menmo 630-5, Student Personnel Absence Policy, 1 Sep 87

Meno for Student Leaders, undated

Meno, The Seven Hour Academ c Day

Meno, Cl assroom Protocol with Visitors, 27 Oct 93

Meno, Cl assroom Visits, 23 Feb 94

Meno, DLIFLC Acadenic Vision, 12 Jan 94

Meno, Final Learning Objectives

Menp, Area Studies Activities, 11 May 94

Command Policy 12-94, Student Days off fromtraining, 28 Sep 95

4. Changes. The basic regulation dated 15 Jan 97 is replaced by this
regul ation dated 1 Jan 00. The primary changes are sunmari zed bel ow.

a. Renanes O fice of the School Dean (0OSD) to Ofice of the Dean (OD).
b. Revises the topics for student in-processing briefings.

c. Renanes Subskill and Content FLOs to Performance and Regi onal Studies
FLOs respectively.

d. Revises the student attendance policy, procedures, and forns.

14-1



DLI FLC Regul ation 350-1

e. Clarifies the policy on acadeni c breaks.

f. Requires schools to characterize student behavior rather than |abe
t he behavior as Lack of Effort.

g. Provides tinme lines for service units and schools to respond to
recycl e and di senrol | nent packages.

h. Requires service units to acconplish academ ¢ m sconduct actions.

i. Provides specific requirenents for diploms, certificates of
conpletion, and certificates of attendance.

j. Deletes service unique requirements fromthe Institute' s graduation
criteria.

k. Establishes policy and procedures for post DLPT enhancenent.
I. Renpves all references to centralized graduati ons.

m Specifies the mininum events for each graduati on cerenony.
n. Establishes policy and procedures for student feedback

4. The proponent for this regulation nust review this regulation for currency
and validity annually.

The proponent of this Regulation is the Ofice of the Provost.
Users are invited to send coments and suggested i nprovenents
on this regulation to, Ofice of the Provost, DLIFLC and POM

Attn: ATFL-P, Presidio of Monterey, CA 93944-5006.

FOR THE COMMANDANT:

OFFI CI AL:

CECI LE MARI E R. GUEVARRA
CPT, AG

Adj ut ant Ceneral

W nni e Chanbl i ss
Director, Information
Managenent

14-2




DLI FLC Regul ation 350-1

DI STRIBUTION: G

14-3



